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Connection Version 1.1 


This booklet describes the new features in Connection Version 1.1. 
Also included are new instructions for setting up your disks and 
configuring Connection for your printer and modem. 


You need to read the first section of this booklet covering setup and 
configuration of Connection before you use the program. This 
section replaces the installation instructions in Chapter 1 and Appen- 
dix B. 


It is not necessary, however, to read the description of the new features 
now. You may wait until you have read through the User’s Guide and 
are comfortable with the basics of Connection. 


Two Versions of Connection 


You have been supplied with two versions of Connection, a Small 
Memory version and a Large Memory version. The versions are 
functionally identical and differ only in the way in which they use the 
available system memory (RAM) of your computer. 


If your computer has 256K RAM you must install the Small Memory 
version. This version uses RAM more sparingly, giving you a larger 
work area, but is a little slower in switching among different Connec- 
tion Services. The Small Memory version program files are called 
DCS.EXE and DCS.OVL (program overlay file). These files are on the 
Installation Disk. 


If your computer has 320K RAM or more you can install either 
version. We recommend the Small Memory version for machines 
with 320K and the Large Memory version for machines with 384K or 
more. The Large Memory version program file is called DCL.EXE. 
This file is on the System Disk. 


If you are unsure as to which version to install, use the Small Memory 
version. You can always change at a later date. 
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Copy Protection 


Connection is not copy protected in order to enhance its ease of use 
and convenience. Please note that the license agreement states that 
this copy of Connection can only be used on a single computer at a 
time. 


Configuration Program 
Version 1.1 of Connection contains a new, menu driven, configura- 


tion program to make the installation of your printer, modem and 
setup of other options easier. 


Technical Support 


If you have any questions about Connection that cannot be answered 
by referring to the User’s Guide or your dealer, you can contact the 
Delta Support Department at 1-800-451-1018 between 9:00 and 5:00 
(EST). The support lines will ring until a technician is available. 


Conventions Used in this Booklet 


The foliowing symbols are used in this booklet: 


[4] This is the Enter key on your keyboard 

[T] This is the up-arrow key 

i] This is the down-arrow key 

A> or B> or 

C> These.are the DOS prompts which DOS issues when it 


is ready for a command. 
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Setup and Configuration 


Preparing your disks 


The sections below describe how to prepare your disks before you use 
Connection for the first time. These sections replace the installa- 
tion instructions in Chapter 1 and Appendix B of the User’s Guide. 


Computers with One or Two Floppy Disk Drives 


Before proceeding, decide if you want to prepare your working copy of 
Connection to be “self-loading”. 


Self-loading disks are convenient because they have a copy of the 
operating system (DOS) on them and can therefore be used in place 
of your DOS disk to start your computer. If you prepare your working 
copy of Connection to be self-loading, however. there will be 
insufficient remaining disk space for the Connection on-line help 
files. Thus, you will not be able to use Connection’s on-line help 
service. 


If the disk is not self-loading then you have to start your computer 
using your DOS disk, then switch to your Connection disk You 

will, however, have access to Connection’s on-line Help Service. New 
users should choose this option. You can always make a self-loading 
working copy of Connection at a later date. 


Note: Computers with one disk drive use the same drive for drive A 
and drive B. DOS will prompt you when to insert the disk for drive A 
and when to insert the disk for drive B. The source disk, from which 
you are copying files, is always the disk for drive A. The target disk, 
to which you are copying files, is always the disk for drive B. 


Copying files on a single drive computer is, unfortunately, a very 
tedious process involving a number of disk swaps. If you have access 
to a dual drive computer, we suggest that you use it to prepare your 
disks.. 
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To complete the following steps you will need your three original 
Connection disks, a DOS disk, four blank disks, four diskette labels 
and write protect tabs. 


1. Put write protect tabs on the original Connection disks to prevent 
their accidental erasure. 


2. Put your DOS disk in drive A, start your computer and enter the 
date and time when prompted. You should see the A> prompt 
on-screen. 


3. Format a blank disk. If you want to prepare a self-loading copy of 
Connection, enter the command FORMAT B:/S [<] at the A> 
prompt. Otherwise, enter the command FORMAT B: [<-] at the A> 
prompt. Put a blank disk in drive B. 


4. When the formatting is complete, copy the files COMMAND.COM 
and MODE.* from the DOS disk to the newly formatted disk. 
Do this by entering the commands COPY COMMAND.COM B: [<] 
and COPY MODE.* B: [<]at the A> prompt. Label the disk 
“Connection System Disk - Working Copy”. 


5. Format another blank disk without a copy of the operating system 
on it. Do this by entering the command FORMAT B: [<1] at the A> 
prompt. Label the disk “Tutorial Data Disk”. 


6. Decide whether you are going to install the Small Memory version 
or the Large Memory version. (See the section above for an 
explanation of the difference.) If you are not sure which version is 
best for you, install the Small Memory version. 


7. Copy the appropriate Connection program files to the newly 
formatted Connection System Disk - Working Copy. 


For the Small Memory version: 

Put the original Connection System Disk in drive A and type: 
SMALL [<]. or SMALLSL [<] (if you are preparing a self-loading 
disk). 


Put the original Installation Disk in drive A and type: SMALL2 [~ 


For the Large Memory version: 

Put the original Connection System Disk in drive A and type: 
LARGE [<] or LARGESL [<] (if you are preparing a self-loading 
disk). 
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8. Copy the sample data files to the newly formatted Tutorial Data 
Disk. Do this by putting the original Installation Disk in drive A 
and typing: TUTDATA [<]. 


9. Make backup copies of the Installation Disk and T utorial Disk. Do 
this as follows: Put the DOS disk in drive A and type DISKCOPY A: 
B: []. Your original Connection disks are your source disks and 
the blank disks onto which you are backing up these disks are the 
target disks. 


This completes the first phase of installation. Put your original disks 
away in a safe place. You will not need them in your day-to-day work. 
Next, you must run the configuration program. 


Computers with Hard Drives 


Note: These instructions assume that your hard drive is drive C. If not, 
please make the appropriate adjustments to the instructions. 


Since the disks are not copy protected, setup simply involves copying 
the files from the original Connection disks to your hard disk. 


1. Start your computer and enter the date and time. You should see 
the C> prompt. 


2. Make a sub-directory on your hard disk called DELTAC. Do this by 
typing MD\DELTAC [<]. 


3. Switch to this sub-directory by typing CD\DELTAC [<]. 
4. Put the Connection System Disk in drive A and type: A:HARD [<1]. 
5. Put the Installation Disk in drive A and type: A:HARD2 [<]. 


This completes the first phase of installation. Put your original disks 
away in a Safe place. You will not need them in your day-to-day work. 
Next, you must run the configuration program. 


Note: Both the Small Memory and the Large Memory version of 
Connection have been installed on your hard disk. There is no 
yeason not to leave them both on your disk. If you want to conserve 
disk space, however, you can erase the unused version. To erase the 
Small Memory version, type ERASE DCS.* [<]. To erase the Large 
Memory version, type ERASE DCL.EXE [<-]. 
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DeltaGold Connection Configuration Program 


There are a large number of different printers and modems that you 
can use with Connection. The configuration program installs your 
particular printer and modem for use with Connection. The program 
is divided into four sections: 


1. Printer installation 
2. Modem installation 
3. Color customization 
4. Macro buffer size configuration 


Before you use Connection for the first time you. need to run the 
printer installation section of the program. The other sections are 
optional. 


If you do not have a modem and do not plan on using the Communica- 
tions Service or the auto-dial feature in the Data Base Service you 
need not run Section 2 at this time. 


If you are satisfied with the default colors used by Connection, or if 
you do not have a color monitor, you need not run Section 3. You 
also need not run Section 4. The default macro buffer size should be 
large enough for most needs. 


The configuration program creates various “driver” files which must be 
stored on your Connection System Disk - Working Copy. These 
driver files are: 


PRT _printer driver files, e.g. EPSONMX.PRT or IBMQUIETPRT 
TEL.S —modem driver 


OPTIONS.S —default color choices, macro buffer size and default 
printer name. 


These driver files can be edited using the Connection Document 
’ Service. 
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Starting the Configuration Program 


Computers with One or Two Floppy Disk Drives 
1. Put the Connection Installation Disk in drive A. 
2. From the A> prompt, type CONFIG [<]. 


Computers with Hard Drives 
1. Start your computer and from the C> prompt, type CD\DELTAC [~]. 
2. From the C> prompt, type CONFIG [<]. 


Follow the on-screen documentation in the configuration program. 
Once vou have completed configuring your program you are ready to 
start Connection. 


Starting DeltaGold Connection 


Note: If you are using a black and white graphics monitor, type MODE 
BW80 [<] before you start Connection. If you are using a PCjr with a 
color monitor, type MODE C080 [~] before starting Connection. 


Computers with One or Two Floppy Drives 


Note: If you are using a single drive computer and you wish to work 
with the sample data files on the Tutorial Data Disk, you must first 
prepare this disk for use on a single drive computer. See the section 
below called “Using Connection on a Single Drive Computer”. 


1. Start your computer. You should see the A> prompt. Put your 
Connection System Disk in drive A. 


2. If you are using a dual drive computer, put your data disk in drive 
B. (If you want to follow the examples in the User’s Guide, put the 
Tutorial Data Disk in drive B.) 
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3. Start the program by typing: 
DCS X:[<4] (for the Small Memory version) or 
DCL X [+] (for the Large Memory version) 


‘X’ denotes the drive to be used for data storage. If ‘X’ is omitted, 
Connection uses drive B as the default data disk. If you are 
using a single drive computer, drive A should be used as the data 
drive. For example, type DCS A [<] to use drive A for data. 


Computers with Hard Drives 


1. Turn your computer on. You should see the C> prompt. Switch to 


the Connection sub-directory by typing CD\DELTAC [—]. 


2. Start the program by typing: 
DCS X [¢] (for the Small Memory version) or 
DCL X[<] (for the Large Memory version) 


‘X’ denotes the drive to be used for data storage. If ‘X’ is omitted, 
Connection uses drive C as the default data disk. 


Using Connection ona Single Drive Computer 


If you specify that drive A is to be used as your data drive, Connec- 
tion prompts you to insert your data disk in drive A, after the 
program has loaded. You will have to remove the System Disk and 
replace it with your data disk. 


There are, however, several important files on the System Disk that 
Connection needs to have available after the program has loaded. 
These files must be copied to your data disk so that they will be 
available to Connection. These files are: 


PRT files | —The printer driver files. e.g. EPSONMX.PRT or 
TI855.PRT. 

TEL.S —The modem driver file. This file need only be copied if 
you have a modem and are using the Communica- 
tions Service or the auto-dial feature in the Data Base. 

HELPS —The help file. This file need only be copied if you plan 
to use the Help Service. You can save a lot of disk 
space by eliminating this file. 

OPTIONS.S —This file contains the default printer name. 
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DCS.OVL —The Small Memory version overlay file. This file need 
only be copied if you use the Small Memory version. 


To copy all the printer driver files to your data disk, for example, put 
the System Disk - Working Copy in the drive and type COPY *.PRT 
B: [<]. Put your data disk in the drive when prompted. To copy the 
Small Memory overlay file, for example, type COPY DCS.OVL B: [<2]. 


Exiting from Connection 


Before exiting, make sure that you have saved your document and 
spreadsheet files. To exit from Connection, press [F10] then E, to 


_ select the Exit option, and then [<]. 


VERY IMPORTANT: If you do not exit from Connection as described 
above, before turning your computer off, data entered in the Data 
Base Service may be lost or damaged. 


Switching Data Disks 


If you need to switch to a different data disk while you are using the 
Data Base Service, you must first close the data bases that you are 
working in BEFORE switching disks. Close a data base by selecting 
the [F9], Close-Service command. If you switch disks without first 
closing any open data bases you may damage or lose data. 


Tutorial 


The Connection Tutorial will introduce you to the key features of the 
program. To use the tutorial, put the Tutorial Disk in the drive and 
from the A> prompt, type DELTA [<1]. 


Summary of Connection Filenames 


Connection uses the following files: 


DCL.EXE —Large Memory version program 
DCS.EXE —Small Memory version program 
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DCS.OVL —Smiall Memory version program overlay file 


HELPS ~Help file 

OPTIONS.S —Color settings, macro buffer size, default printer 
TEL.S —Modem driver .PRT 

PRT —Printer driver files e.g. IBMQUIET.PRT 
DB_NAMES.S —Default data base names 

KEY.S —Memory key definitions 


DB_NAMES.S and KEYS are stored on the data disk. All other files are 
on the System Disk. 


As you use Connection, you will be creating: 


.DOC —Document files 

SS ~—Spreadsheet files 

.DB —Data Base data files 

.DB1 —Data Base data base definition 
.DB2 —Data Base field names 

.DB3 —Data Base index file 

The CONFIG.SYS File 


You must “boot” your computer with a disk which contains a 
CONFIG.SYS file containing the following two commands: 
FILES=24 

BUFFERS=8 


The System Disk - Working Copy has the correct CONFIG.SYS file on it. 
H you start your computer with this disk then the correct file is used. 

If you start your computer with your DOS disk, make sure that the disk 
contains a CONFIG.SYS file with the above two commands in it. 


On computers with hard disks, the CONFIG.SYS file must be in the 
root directory. 


If you get a “File not found” error when trying to retrieve a file that 
does exist, it is probably because the boot disk used to start your 
computer does not contain the correct CONFIG.SYS file. 
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Data Base Service 


Summary of version 1.1 changes: 


—Export command expanded to include DIF files. Allows data transfer 
between the Data Base and Spreadsheet Services 

—Import command expanded to include DIF files and Connection 
data bases in addition to ASCII files. Allows Spreadsheet to Data 
Base data transfer 

—Global search and replace function added 

—Global search and delete function added 

—Index commands expanded to allow multi-level sorting. 


Export 


The Export command has been expanded to allow data to be exported 
in DIF file format in addition to ASCII file format. Use the Export 
command by selecting [F8], Export. The sub-options are: 


ASCil-delimited DIF 


Both sub-options allow you to export data from all fields, or a specified 
list of fields. You can select which records are exported by specifying. 
a search criteria. 


Data can be exported in index order, or in the order in which the 
records were added to the data base. 


The ASCH option allows you to specity what character to use as 
the delimiter to separate one field from another. The default is a 
comma, but if your data contains commas then choose a character 
(such as ~ ) that is not contained in your data. 


You can also specify whether a header record containing field names 
should be included in the file and whether trailing blanks should be 
stripped off each field. Unless you specifically want an ASCII file in a 
tabular format, you should specify that trailing blanks should be 
deleted. This minimizes the amount of disk space required for the file. 
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The DIF option creates a DIF file; using the data base field labels as 
the titles for the DIF file. DIF (Data Interchange Format) is a 

popular file convention for transferring data between programs made 
by different manufacturers. Use this option to send data to the 
Spreadsheet Service. 


Import 


The Import option allows data to be appended to an existing Connec- 
tion data base. The Import command can load data into the currently 
open data base from ASCII files, DIF files and other Connection data 
bases. Use the Import command by selecting [F8], Import. The com- 
mand sub-options are: 


ASCll-delimited DIF  Delta-DB 


If you select the ASCII option, Connection will ask if the ASCII file 
contains a header record with labels. If it does, Connection 

matches the labels in the data base with the labels in your ASCII file 
and reads the data into the correct fields in your data base. If not, 
data from the first field in the ASCII file will be read into the first field 
in the data base and so on. 


If the DIF file contains the field labels as titles. Connection will 
match the labels in the data base with the titles in the DIF file and 
import the data into the correct fields. If the DIF file does not contain 
titles, Connection reads the first field of the DIF file into the first 
field in the data base and so on. 


You can load data from another Connection data base with the same 
field labels by selecting the Delta-DB option. This option is useful 
when you want to change the layout of your data base. To change field 
lengths, add fields, delete fields or re-arrange the layout of an 
existing data base, do the following: 


1. Use [F8], Make-New-Database to modify your existing data base 
design. 


2. Save the new design using a new name. 
3. Use the [F8], Import. Delta-DB command to load data from your 
original data base into your new data base. 
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Update 


A new command has been added to allow you to perform global search 
and replace operations on data in your data base. The Update 
command replaces the existing value in a field with a specified value. 
To use the command, select [F4], Update. If a search criteria is 

active, only those records that satisfy the search criteria will be 
updated. 


The Update command allows you to specify which field should be 
replaced, what the replacement phrase should be and whether you 
should be prompted before each record is updated. If you specify that 
you want to confirm each record, Connection will stop at each 
record and prompt you before updating the record. 


You can cancel the Update command at any time by pressing [Esc]. 


The following example explains how the Update command might be 
useful: 


Assume you have a data base of customers. Two of the fields in the 
data base are TERMS and BALANCE. You decide that all customers 
who have BALANCE greater than $500 are to be placed on COD terms. 
Instead of having to manually update each record in your data base, 
you would first enter the search criteria “BALANCE > 500” and then 
use the Update command to replace the TERMS field with COD. 

Each record in your data base with BALANCE greater than $500 will 
automatically have its TERMS field replaced with COD. 


Delete 


Anew command has been added to allow you to automatically delete 


selected records from your data. base. To use the command, select 
[F4], Delete. : 


If a search criteria is active, only those records that satisfy the search 
criteria will be deleted. 


If you specify that you want to confirm each record, Connection will 
stop at each record and prompt you before deleting the record. 
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You can cancel the Delete command at any time by pressing [Esc]. 


If you accidentally create blank records, you can use the Delete 
command to automatically delete those records. Enter a search 
criteria to identify blank records and then use the Delete command. To 
search for a blank field, enter the search criteria as: 


label = ‘” 


For example to search for all records in which the COMPANY and 
LASTNAME fields are blank, enter the following search criteria: 


COMPANY = “” AND LASTNAME = “” % 


Note: Deleting records does not reduce the amount of disk space 
required to store a data base. To recover the space occupied by 
deleted records, make a new data base, using the old data base as a 
template. Then import records from the old data base into the new 
data base and erase the old data base. 


Index command 


The Make-Index command has been expanded to allow multi-field 
indexes to be defined. This, in effect, gives Connection the 
capability of performing multi-level sorts. : 


Assume that a data base contains a field called FIRSTNAME and 
another called LASTNAME. An index created by specifying LASTNAME 
and then FIRSTNAME as the fields comprising the index, will cause the 
data to appear in LASTNAME order. The order of those records with 
the same LASTNAME field will be determined by the FIRSTNAME field. 


The first 28 characters in a field are used in creating an index. If you 
have indexed a field called COMPANY which is 40 characters long, 
for example, only the first 28 characters of the field are used to 
determine the order of the records in the index. 


In multi-field indexes, trailing blanks are deleted from each of the 
fields in the index and the fields are then concatenated. The 
concatenated field is then indexed. The 28 character limit also applies 
to multi-field indexes. 
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To create an index, select [F1], Make-index. For each index that you 
define, enter the most significant field first and the least significant 
field last. In the example above, enter LASTNAME first, then FIRST- 
NAME. Enter a blank after you enter FIRSTNAME to indicate that no 
more fields are part of this index. 


The DB_NAMES:S file 


When you open the Data Base Service, Connection will automati- 
cally load the first data base named in the DB_NAMES.$ file. When 
you open the second Data Base Service, the second named data base 
is automatically loaded. 


The DB_NAMES.S file must be stored on the data disk. It can be 
created in the Document Service. Each data base name must be ona 
line by itself in the DB_NAMES.S file. 
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Document Service 


Summary of version 1.1 changes: 


~Increased the document size to 64K bytes and 2,000 lines 

—Shortcuts added for cutting or copying words, lines; sentences and 
paragraphs 

—Export command added for creating an ASCII text file from a 
document file 

—Print command changed 

—Typewriter command added 

—Hide command added to suppress display of non-text characters 

—On-screen page breaks. 


Increased Document Size 


The maximum size of an Connection document has been increased 
from 32K bytes and 1000 lines to 64K bytes and 2000 lines. In 
practice, document size may be limited by the amount of available 
memory in your computer. 


Generally, you will find it more convenient to work with several smaller 
documents than one large document. Smaller documents can always 
be chained together to print as one continuous document using the 
Anclude Document embedded command. 


Cut and Copy Block of Text 


The cut and copy commands have been expanded to allow you to cut 
or copy words, lines, sentences and paragraphs with fewer keystrokes. 
The [F1] Cut Block of Text, and [F2]Copy Block of Text, commands now 
display the following sub options: 


Cursor-defined Word Line Sentence Paragraph 


Selecting the Word, Line, Sentence or Paragraph options will cut or copy 
from the current cursor position to the space after the end of the 
current word, line. sentence or paragraph and store the text in the 
temporary FLASH file. 


If Connection Version 1.1 


aa 
a 


ee 


If you select Cursor-defined, you can highlight the block of text that you 
want to cut or copy using the cursor keys. When you have highlighted 
the block, press [‘]. Connection prompts for the block name. Press 
[<4] to accept the temporary file FLASH, enter a new filename, or 
press [T] and select from the list of existing filenames. 


The Cursor-defined option is automatically selected if you press [th WW] 
[PgUp], [PaDn], [End] or [Ctl ] immediately after selecting [F1] Cut 
Block of Text. or [F2] Copy Block of Text. 


If you accidentally cut a word, line, sentence or paragraph, you can 
undo your error by selecting [F3] Insert Block of Text. 


Note: In order to follow the examples for cutting and copying blocks of 
text on pages 4-23 and 4-24 of the User's Guide, you must first select 
Cursor-defined after selecting [F1] or [F2]. 


Export 


The Export command saves the document you are working on as a pure 
ASCII text file. It strips out tab characters and type style changes 

and inserts carriage returns at the end of each line. It also strips out 
the header record which contains information about margins, page 
depth, line spacing and tab stops. To use this command select [F7], 
Export and enter the filename of the file to be created. 


The Export command is useful for creating ASCII files to be transmit- 
ted using the Communications Service or to interchange with other 
programs. 


The file created by the Export command has a default extension of 
TEX. To retrieve a file created by the Export command you must enter 
the filename and the TEX extension at the Connection prompt for 
filename. 


Example: To retrieve a file called TEST created by the Export command, 
enter TEST.TEX as the filename. 


Note: You can also save a file without its header record by saving the 
file with an extension other than the default DOC extension or by 
pressing [Ctrl <] after you enter the filename. 
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Print 


Connection allows you to install more than one printer. The print 
command has been changed to allow you to specify which of your 
installed printers should be used for each file printed. After you 
specify which file is to be printed, Connectien prompts fora 
printer name. Accept the default printer by pressing [<], enter a 
different printer name, or press [7] and select a printer from the list 
of installed printers. 


For each installed printer there is a file with a PRT extension stored 
on the Connection System Disk. This file is calied a printer driver. 
When you press [7] in response to the prompt for a printer name, 
Connection displays a directory of all the files on the System Disk 
with a PRT extension. If the printer that you are using is not displayed 
you must run the Connection configuration program on the 
Installation Disk to install it. 


Printer drivers can be edited and customized in the Document Service. 


If you enter a blank in response to the printer name prompt, Connec- 
tion will send output to the first parallel printer port. Print 
enhancements such as underline and bold will not print. 


Typewriter 


The typewriter command turns Connection into a simple typewriter. 
This is ideal for simple “one time” tasks like addressing an envelope 
or typing a mailing label. Use the typewriter command by selecting 
[F7]. Typewriter. 


Connection prompts for the printer name and shows the default 
printer as the suggested response. Accept the default by pressing 
[~], enter a different printer name, or press [7] and make a selection 
from the list of other available printers. 


Enter the text to be typed in the dialog area. Connection does not 
send any text to the printer until you press [~]. You can therefore 
correct any errors you make before each line is printed. 


Press [ESC] to exit from typewriter mode. 
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Hide 


The Hide command suppresses the display of the end of paragraph, 
tab, center and page-break characters in a document. These are 


referred to as non-text characters. Use this command by selecting [F8], 
Hide, Yes. 


To turn the display of non-text characters back on, select [F8], Hide, 
No. 


On-screen page breaks 


The Document Service now shows the location of page breaks by 
displaying a line across the screen. This makes it much easier to 
determine where page breaks will occur when your document is 

printed. 


These on-screen page breaks are called automatic page breaks since 
Connection automatically computes where they should occur 
based on the number of print lines per page. Print lines per page are 
computed as follows: 


Print Lines = (Page Depth - Top Margin - Bottom Margin) 


For example, the default settings in the Document Service are: Page 
Depth of 66 lines and Top and Bottom Margins of 6 lines. This gives 
54 print lines per page. With these settings, on-screen page breaks will 
be displaved every 54 lines, assuming single line spacing. 


If line spacing is set to 2, for example, then each line on-screen is 
equivalent to two print lines. On-screen page breaks will still be 
displayed every 54 print lines, but 27 double spaced on-screen lines 
are equivalent to 54 print lines. 


A second type of page break is also possible. You can force a page 
break to occur whenever you want, by inserting a forced page break. 
Insert a forced page break by selecting the [F8], Page-break command. 
Connection signifies a forced page break with a special reverse 
video symbol in the body of the text at the location in the text where 
the page break is desired. 
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Forced page breaks can be deleted by deleting the forced page break 
symbol just as you would delete any other character. 


Note: Certain embedded commands may cause the actual pagination 
when your document is printed to differ from the on-screen pagina- 
tion. For example, the .Printer Code command takes up space on- 
screen and thus effects on-screen pagination. It does not, however, 
cause any text to be printed and thus has no effect on pagination of: 
the printed document. 


Embedded Commands and Record Merge Commands 


The Embedded-commands and Record-merge commands, which were 
previously accessed by selecting [F8] are now accessed by selecting 


[F8], Other. 
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Spreadsheet Service 


Summary of version 1.1 changes: 


—Spreadsheet size increased from 255 rows to 2048 rows by 255 
columns 

—Sort command added 

—Save command allows a portion of the spreadsheet to be saved 

—Export command to save spreadsheets in DIF file format 

—Import DIF file command to load data stored in DIF files 

—Increased right margin to 240 characters for printing 

—Trigonometric functions: Sin(x), Cos(x), Tan(x). 


Size 


The size of the Spreadsheet has been increased to 2048 rows by 255 
columns. In practice, spreadsheet files are limited in size by the 
amount of available memory. Spreadsheet files are further limited in 
size to 400K bytes. It is therefore not possible to use every cell ina 
spreadsheet. 


Sort 


The Sort command sorts spreadsheet rows. To use the command, 
select [F8]. Rearrange. Sort. The Sort sub-commands are: 


Go Define-Area st-Sort-Key 2nd-Sort-Key 3rd-Sort-Key Reset 


You must define the entire area you wish to sort since there is no 
default area. To define an area, place your cursor in the top left 

hand corner of the area to be sorted, select Define-Area and move the 
cursor to the bottom right hand corner of the area to be sorted. If 

you have entered column headings for each column in your spreadsheet. 
do not include these in the area which you define. 


You can define up to three sort keys. These refer to the columns on 
which Connection will sort the data. The second and third sort 
keys are used as tie-breakers. For example. if the first sort key contains 
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twenty “Jones” rows, specifying first name as the second sort key will 
sort all the “Jones” records by first name. 


If you do not specify any sort keys, Connection sorts on the first 
column of the area you define. 


For each defined sort key, you must specify whether Connection 
should sort in descending or ascending order. Connection sorts as 
follows: 


Ascending sorts : blanks first, then labels, then values. 
Descending sorts: values first, then labels, then blanks. 


After defining an area and sort keys, select GO to start sorting. Connec- 
tion remembers the defined area and sort keys. This lets you easily 


re-sort a previously defined area by simply selecting Go. When you save 
a spreadsheet, your sort settings will also be saved. If you wish to see 
your old settings, select Define-Area and/or the Sort-Key commands. If 
you wish to change your sort settings, select Reset and then re-select 
the settings. 


When Connection finds rows with equal values in all the sort keys 
you specify, it may arrange those rows in an order different from 
their pre-sorted order. 


Export 


The Export command allows you to save a spreadsheet, or part of a 

spreadsheet, in a DIF file format. DIF (Data Interchange Format) is 

a popular file convention for transferring data between programs 

ibe by different manufacturers. To use the command, select [F7], 
xport. 


Move the cursor to the bottom right hand corner of the area to be 
exported and press [<]. The Export sub-commands are: 


Column Row 


This refers to whether each record in the exported file should be a 
column or row from the spreadsheet. Generally, it does not matter 
whether you choose Column or Row as long as you use the same option 
when reading the data into the program to which you are exporting it. 
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Connection then prompts whether you want to include titles in 

the DIF file. The answer to this question depends largely on whether 
the program to which you are exporting the data expects titles in the 
file. In most cases you will not need to include titles in your DIF 
files. In a DIF file created using the Column option, titles are the 
column headings. In a DIF file created using the Row option, titles 
are the row labels. 


Lastly, Connection prompts for a file name. If you use the name 
FLASH, the data will be written to a temporary file in memory. 


If you are exporting data to be read into an Connection Data Base, 
select Column. Include titles in your DIF file so that Connection 
will know into which field each column of data from the spreadsheet 
should be read. 


DIF files do not store formulas. The current value of each formula in 
the spreadsheet is stored in a DIF file. For example, the current 
value of the formula 11¢1+11c2 might be 400. 


Import 


The Import command has been expanded to allow DIF files to be read 
into the spreadsheet. To use the command, select [F7], Import. 


The sub-options are: 

ASCH-table DIF 

The ASCil-table option imports tabular ASCII files into the spreadsheet. 
Text strings that begin with numbers become spreadsheet values, 
strings that begin with letters become spreadsheet labels and phrases 


enclosed in double quotes become spreadsheet labels. ASCII table 
files can be created in the Document Service or by other programs. 


The DIF file option loads a DIF file into the spreadsheet. The sub- 
options for this command are: 


Column Row 


This refers to whether each record from the imported file should 
become a column or a row on the spreadsheet. Generally, you should 
use the same option used when the DIF file was created. 
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The top left hand corner of the imported data will be placed at the 
current cursor position in the spreadsheet. 


Plotting Spreadsheet Data 


Most graphics programs can read data that is stored in DIF files. If you 
own a graphics program and would like to produce graphs from your 
spreadsheet data, export the data to a DIF file and then read it into 
your graphics program. 


Converting Formulas to Values 


There may be times when you would like to convert a range of cells 
containing formulas to the current values of the formulas. This can 
be done by simply typing the number into the cell. You can automate 
the process as follows: first, export the range of cells as a DIF file 
without titles and then import the DIF file back into the spreadsheet. 


Transposing Data 


Transposing data means turning rows of data into columns of data or 
turning columns of data into rows of data. You can transpose a range 
of cells in your spreadsheet by exporting the range as a DIF file, 
selecting the Column option, and then importing the DIF file, 
selecting the Row option. 


Transferring Data to the Data Base Service 


DIF files allow you to transfer data between the Spreadsheet Service 
and the Data Base Service. 


To move data from the Spreadsheet to the Data Base, export the.data 
as a DIF file. Select the Column option. The first row of spreadsheet 
data should be the labels used in your data base. Include this row of 
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data as the titles in the DIF file, but do not include it in the area to 
be exported as a DIF file. 


After the DIF file has been created, switch to the Data Base Service 
and import the data into an existing data base. 


Loading Data from the Data Base Service 


DIF files created in the Data Base Service can be loaded into a 
spreadsheet by selecting the [F7], Import, DIF command. Select the 
Column option. The first row of data loaded into the spreadsheet will 
contain the data base field labels. 


Trigonometric Spreadsheet Functions 


The following new trigonometric functions are supported: Sin(x}, Cos(x) 
and Tan(x). 


The argument to the function, ‘x’, must be in radians, not degrees. 
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Advanced Formatting Commands 


Summary of version 1.1 changes: 


—Line spacing command 
—Right margin increased to 240 characters 


Line Spacing Command 


A new command has been added to change the line spacing within a 
document. The line spacing in a document is set by selecting [F8], 


Line-space. This command sets the line spacing for the entire docu- 
ment and cannot be used to temporarily change the line spacing for 
a portion of the text. 


To temporarily change the line spacing, enter the command <.Line 
Space n>, where n is a number between 1 and 3. in your text just 
before you want the line spacing change to occur. Remember to insert 
a second <.Line Space n > command after the block of text to reset 
the line spacing to its original value. 


The command can also be entered as <.L § n>. 


Using this command will cause the actual pagination of your docu- 
ment to be different from the on-screen pagination. 


Right Margin 


The maximum right margin has been increased from 132 characters 
to 240 characters. 
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Memory Keys 


Summary of version 1.1 changes: 


In version 1.1 the [Alt 1] system-wide memory key and the [Alt A] 
service-specific memory keys now execute automatically. When Con- 
nection is first started, the [Alt 1] memory key, if defined, begins to 
play back automatically. When each service in Connection is 

opened, the [Alt A] memory key for that service is automatically played 
back. 


This makes it very convenient for you to customize Connection to 
your particular needs. For example, if you primarily use Connec- 
tion for word processing and always turn the Command Menu off and 
set the right margin to 70, you could define [Alt 1] to open the 
Document Service and [Alt A] to turn off the Command Menu and set 
the margins. Your macro would contain the following keystrokes: 


[Alt 1] —D[<lyY 
[Alt A] — [FO]WN[F8]MR70[<] (this memory key must be 
defined in the Document 
Service) 


With these macros, you will automatically end up in the Document 
Service every time you start Connection. Every time you open a 

new Document Service the Command Menu will be turned off and the 
right margin will be adjusted. 
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Access DOS Service 


Version 1.1 adds a new service to Connection which gives you access 
to DOS commands without requiring you to first exit from Connec- 
tion. You can access the DOS Service at any time in one of the 
following three ways: 


Press [Alt F6] 

or Press [F10], A (for Access DOS) 

or Press [F10], move the cursor to ACCESS DOS and 
press [] 


Connection then prompts: 
Allow DOS access (Y/N): 


Type Y to confirm that you want to access DOS. Connection will 
display the familiar DOS prompt in the Work Area of the screen and 
let you know how much memory is available. 


You can now execute any DOS command just as you would when you 
first start your computer. You can format disks, copy files, change the 
logged on drive or sub-directory. You can even run another program as 
long as you have sufficient memory to have the second program and 
Connection both in memory at the same time. 


You can clear the Connection Command Menu, Dialog Area and 
Services Menu from the screen by typing CLS [<-] at the DOS prompt. 


To go back into Connection, type EXIT at the DOS prompt. You will 
return to the Services Menu exactly where you left off. 


If you are using a floppy disk system with one or two drives, the disk in 
drive A, which is presumed to be the drive from which you started 
your computer, must have a copy of COMMAND.COM on it. If, after you 
select ACCESS DOS from the Services Menu, the cursor remains on 
the Services Menu and you do not get a DOS prompt, it is because 
Connection was not abie to find a copy of COMMAND.COM. 
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It may not be possible for you to access DOS if you have insufficient 
available memory in your computer. Connection wil] warn you if 

you do not have enough memory. Close any open, unused services and 
try again. 


If you access DOS and then change the logged on drive or sub- 
directory, all subsequent file operations, with the exception of some 
Data Base Service file operations, will be to the new drive and path. 
For example, if you start Connection and retrieve a document, 
then access DOS and change the logged on drive or sub-directory, 
return to Connection and then save the file, the updated file will 
not replace the original version of the file, but will be stored on the 
drive or sub-directory to which you changed. 


If you change the logged on drive or sub-directory after opening the 
Data Base Service, Connection will continue reading and writing 
records to the file in the original drive and sub-directory. 


Note: You should not load resident programs such as Keyworks or 
Sidekick from the DOS window. These programs should be loaded 
before you start Connection. 
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*Note: Information in the preceding section supersedes text 
given within the comparably titled subject mentioned below. 
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Introduction 


INTRODUCTION 


HOW TO USE 
THIS BOOK 


This book provides step by step instructions for using Connection. 
The best way to read the book is to sit at your computer and try the 
sample tasks we suggest. If our suggestions lead you to experiment 
— all the better. Go ahead. If you get stuck, press the key labeled 
{Esc] to back out. If you really get stuck, exit from the program and 
start over. 


You should read the first part of the book in order. Begin by 
reading this introduction. It will supply you with valuable 
information concerning customer registration, customer support, 
and our product upgrade and replacement policy. Then go on to 
read Chapter 1, which describes how to set up Connection on 
your computer. Then learn about the Connection Work 
Environment in Chapter 2, and then learn how to get Help in 
Chapter 3. 


After that, you can read the Chapters that describe Connection 
services in any order you wish. If you want to start building 
spreadsheets right away, you can read about the Spreadsheet 
Service before the Document or Data Base Services. Once you start 
one of these chapters, you will find it most useful if you go 
through its sections in order. 











The sections within each chapter are good break points. If a section 
assumes that you have particular information on your screen 
remaining from previous work, we will tell you so at the beginning 
of the section. 


After you become familiar with Connection, you will find the 
command summary in Appendix A at the end of the book to be a 
useful reference. : 


Appendix B provides details on how to customize Connection for 
use on your computer. 


Conventions Used in Connection User Guide 


We have made every possible effort to make the information in this 
book as easy to read and understand as possible. You will notice 
that there are changes in type styles within the text. The following 
conventions have been used: 


This type style: Means: 


Connection This is the main type style used 
throughout the book to instruct you 
on how to use Connection. 


Word wrap “Ttalics’’ is used for emphasis to 
denote a term you should learn or a 
name of something which we want to 
attract your attention to. 


Spreadsheet Commands This type style is used extensively for 
reference to file names, screen 
messages, computer prempts, or 
anything you should see on the 
screen. 


FP EE TRLCaET ann STEERER 
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ee 


Furniture This bold type style is an explicit 
instruction to you to type something 
or make a selection trom a list of 
command options, in this case for 

~ example we would: be asking you to 
type the word “furniture”. 


{F7} This is the way we represent the keys 
on your computer's keyboard. 
[space] When the key is enclosed with bold 


brackets, we’re asking you to press 
that key on your computer keyboard 


(Ctrl F7] This is a combination of keystrokes. 
In this case it means that you should 
hold down the key labeled “Ctrl” and 
press the F7 function key. 


This symbol: . Means: 


[J] This is the Carriage Return or Enter 
key of your computer keyboard. Some 
computers may contain a different 
symbol labelling this key. 


{=] This is the Tab key on your computer 
keyboard. Some computers may con- 
tain a different symbol labelling this 
key. 
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CUSTOMER LICENSE AGREEMENT 


IMPORTANT: The enclosed program is licensed by ALPHA Software 
Corporation to customers of DELTA Computer Corporation for their 
own use only on the terms set forth below. Opening the diskette holder 
or use of the program indicates your acceptance of these terms. 


1. LICENSE: ALPHA hereby agrees to grant you a non-exclusive 
license to use the enclosed ALPHA program (the “Program”) 
subject to the terms and restrictions set forth in this License 
Agreement. 


2. COPYRIGHT: The Program and its User Guide are copyrighted. 
You may not copy or otherwise reproduce any part of the Program 
or its User Guide, except you may load the Program into a computer 
as an essential step in executing the Program on the computer. 


3. RESTRICTIONS ON USE AND TRANSFER: The original and 
back-up copies of the Program and User Guide are to be used only 
in connection with a single computer. You may physically transfer 
the Program from one computer to another, provided that the 
Program is used in connection with only one computer at a time. 
You may not transfer the Program electronically from one computer 
to another over a network. You may not distribute copies of the 
Program or User Guide to others. You may transfer this license 
together with the original and back-up copies of the Program and 
User Guide, provided that the transferee completes and returns to 
DELTA a Registration Card and agrees to be bound by the terms of 
this License Agreement. Neither the Program nor its User Guide 
may be modified or translated without written permission from 
ALPHA. You may not use, copy, modify, or transfer the program, or 
any copy, modification or merged portion, in whole or in part, 
except as expressly provided for in this license. 
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4. EXCLUSION OF WARRANTY; LIMITATION OF LIABILITY: 
LIMITED DISKETTE AND CARTRIDGE WARRANTY: 


(a) The program and its user guide is provided “as is” without 
warranty of any kind, either expressed or implied, including, but not 
limited to the implied warranties of of merchantability and fitness for 
a particular purpose. The entire risk as to the results and perfor- 
mance of the Program is assumed by you. Should the Program or its 
User Guide prove defective, you (and not ALPHA or DELTA or 
DELTA's dealers) assume the entire cost of all necessary servicing, 
repair or correction. 


(b) Neither DELTA nor anyone else who has been involved in the 
creation, production, or delivery of this Program and its User Guide 
shall be liable for any direct, indirect, consequential or incidental 
damages arising out of the use or inability to use such products, 
even if DELTA has been advised of the possibility of such damages 
or claim. 


(c) Some states do not allow the exclusion or limitation of implied 
warranties or liabilities for incidental or consequential damages, so 
the above limitations or exclusions may not apply to you. 


(d) DELTA warrants the the Program diskettes and cartridges (but 
not the Program contained thereon) to be free of defects in 
materials and workmanship under normal use for 90 days after 
purchase. During the 90 day period, you may return a defective 
diskette or cartridge to DELTA, and it will be replaced without 
charge unless the diskette or cartridge is damaged by accident or 
misuse. Replacement of diskette or cartridge is your sole remedy in 
the event of a defect. This warranty gives you specific legal rights, 
and you may also have other rights which vary from state to state. 


5. PRODUCT IMPROVEMENTS: ALPHA reserves the right to make 
corrections or improvements to the Program and its User Guide and 
to the related floppy diskettes and cartridges at any time without 
notice and with no responsibility to provide these changes to 
purchasers of earlier versions of such products. 
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6. TERM: This license is effective until terminated. You may 
terminate it by destroying the Program and User Guide and all 
copies thereof. The license will also terminate if you fail to comply 
with any term or condition of this Agreement. You agree upon such 
termination to destroy all copies of the Program and User Guide. 
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CUSTOMER SUPPORT PLAN 


At Delta Corp. there is a strong commitment to customer service 
and product support. We offer a full range of support services, all 
designed to help insure that you get the maximum possible benefit 
from Connection. 


Customer Registration 


To take advantage of Delta's customer services you must be a 
registered Connection owner. Please take a moment now to fill 
out and return the Warranty Registration Card. Returning the 
registration card gives you access to: 


1. The Delta Product Upgrade Plan that enables you to buy new 
versions of Connection when they are introduced, at a special 
upgrade price. 


2. The Delta Product Replacement Plan. that allows you to replace 
defective products after the warranty period, at a small charge. 


3. Delta’s Customer Support Department. 


Returning the Warranty Registration Card also makes it easier to 
obtain warranty service. The registration card provides proof of 
purchase so you don’t have to send receipts or other records when 
you apply for warranty service, provided you filled in the the date 
the product was purchased on the card. 
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Customer Support 


Both your dealer and Delta Software Corporation offer you 
continuing support in the form of telephone advice and other 
assistance. Should you encounter any difficulty in using Connec- 
tion , we suggest that you do the following in order: 


1. Consult the User Guide. It contains answers to most of your 
questions. Also, check to see if the program supports the 
particular operating system, interfaces, and peripherals that you 
have. 


2. Consult your dealer. Your dealer is a convenient local source of 
information. 


3. Finally, if your question cannot be answered by reading the User 
Guide or consulting your dealer, call Delta’s Customer Support 
Department at (617) 339-5575 between 9:30 and 5:00 (Eastern 
Standard Time). Before calling, you must have this User Guide 
handy and gather all information relating to the problem. This 
will make it simpler for our support representative to offer 
assistance. 
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Product Upgrade Plan 


New versions of Connection incorporating new features and 
capabilities may be introduced by Alpha as part of its ongoing 
product development program. 


The Delta Product Upgrade Plan enables existing users to take 
advantage of these enhancements. Under the Product Upgrade 
Plan: 


1. You will be notified by mail whenever a new version is 
introduced. 


2. You will have the option to purchase new versions at a special 
upgrade price. To qualify for the Product Upgrade Plan, you 
MUST complete and return the Warranty Registration Card. 


Product Replacement Plan 


Connection has a limited warranty for 90 days. Should either your 
disks or cartridges (IBM PCjr version) become defective during the 
warranty period, Alpha will replace them at no charge. (Depending 
on the date your copy of Connection for the PCjr was 
manufactured, the program may use one or two cartridges. If only 
one cartridge is used, it will be labeled Left.) To order the 
replacement, fill in the attached Replacement Order Card and 
return with the defective part. The Product Replacement Plan 
applies only to the original purchaser. 


Should either your disks or cartridges become defective after the 
warranty period, Alpha will replace disks for $20 each and 
cartridges for $50 each. To order the replacement, fill in the 
attached Replacement Order Card and return with the defective 
part. The Product Replacement Plan applies only to the original 
purchaser. 


To qualify for the Product Replacement Plan, you must have filled 
in and returned the Warranty Registration Card. 
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INSTALLING CONNECTION 
ON YOUR COMPUTER 


PREPARING YOUR DISKS 


Computers With Two Disk Drives 


Before you use your Connection for the first time, you will need 
to transfer a copy of the operating system onto your Connection 
disks. You will also need to prepare a data disk containing the 
tutorial files that are referred to in this user guide. To do this, 
follow these steps. 


1. Place your DOS disk (Version 2.0 or above) in drive A and turn 
your computer on. Enter the date and time when prompted. You 
should have the A> prompt on your screen. 


2. Place your Connection System Disk into drive B and type 
SYS B: [!]. This will copy the operating system onto your 











w 


p> 


Connection System Disk. Next, type COPY COMMAND.COM B: 
[1] and then type COPY MODE.COM B: [1]. Remove the Connec- 
tion Disk from drive B and place a write protect tab on it. 


. Place your Connection Backup Disk in drive B and type 


SYS B: [—!]. This will copy the operating system onto your 
Connection Disk. Next, type COPY COMMAND.COM B: 

[—] and then type COPY MODE.COM B: [|]. Remove the Connec- 
tion Disk from drive B and place a write protect tab on it. 


. Place a blank diskette in drive B and type FORMAT B: [|]. When 


the formatting is complete you will be prompted: 
Format another (Y/N) 


Enter N. You should have the A> prompt on the screen. Place 
your Connection System Disk in drive A and leave the blank 
formatted disk in drive B. Type UPDATE []. This will prepare 
the disk in drive B as a tutorial data diskette. Label the diskette 
“Tutorial Data Diskette”. 


Computers with Hard Disks 


Before you start using Connection you will need to transfer the 
program to your hard disk. We recommend that you create a 
separate sub-directory on your hard disk for all your Connection 
files. To do this, follow these steps: 


— 


i) 


w 
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. Tur your hard disk-based computer on. Enter the date and time 


when prompted. You should see the C> prompt on your screen. 


. Type MD DELTAC = [1] to create a sub-directory called DELTAC 


on your hard disk. Then type CD DELTAC = [~)] to switch to this 
sub-directory. 


. Place your Connection System disk in the floppy drive (drive 


A). Type A: [.] to make drive A the default drive and then type 
HD [1]. This will copy all the required Connection files 
onto your hard disk. 


. Next, place your DOS disk in drive A and type 


COPY MODE.COM C: [.!]. 
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STARTING CONNECTION 


IMPORTANT: You must have a CONFIG.SYS file (see Appendix B 
of the User’s Guide) on the disk with which you boot your 
computer. Your Connection System Disk is supplied with the 
correct CONFIG.SYS file on it. If you do not boot your computer 
with this disk, then copy the CONFIG.SYS file from it to the DOS 
disk that you use to boot your computer. If you get a “File Not 
Found” message when you are using Connection, the most likely 
cause of the problem is that you did not have the appropriate 
CONFIG.SYS file on the disk that you use to boot your computer. 


Computers With Two Disk Drives 


1. Place your System Disk in drive A and your data diskette in drive 
B. 


2. If you have the A> prompt on the screen, type DELTAC [.)]. If 
your computer is not yet switched on, do so. Enter the date and 
time when prompted and then type DELTAC [W]. If you want 
to use a drive other than drive B for your data disk, type 
DELTAC x{.!] where x is the drive that you wish to use for 
your data disk. 


3. If you are using a black and white monitor with a color graphics 
card you must first type MODE BW [.1] before you type 
DELTAC [1]. You do not need to do this if you are using a 
color monitor or a monochrome monitor. 


Starting Connection 
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Computers With Hard Disks 


1. Make sure your machine is switched on. 
2. Place your System Disk in drive A (the floppy drive). 


3. Make sure that drive C is the default drive and that you are in 
the correct sub-directory. If you are not sure, type CD DELTAC 
[—!] from the C:> prompt. Then type DELTAC  [.!]. You must 
have your. Connection System Disk in drive A. Connection 
assumes that you want to use drive C as your default data disk. 
If you want to use a different drive for your data disk, type 
DELTA x  [—/] where x is the drive that you wish to use for 
your data. 


USING CONNECTION ON 
COMPUTERS WITH ONE DISK DRIVE 


It is possible to use Connection on computers that have only one 
disk drive. 
To prepare your disks, follow the instructions for computers with two 


disk drives in this chapter. Follow your computer’s prompts on when 
to switch-disks. 


When you create a data disk, copy the system files HELP.S, KEY.S, 
PRT.S and TEL.S on it from your Connection System Disk. 


Start Connection by typing DELTAC A and press [ _|]. After the 
program loads, Connection will prompt you to insert the data disk. 
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RUNNING THE CONNECTION 
‘TUTORIAL 


Connection is supplied with an interactive Tutorial Disk. This pro- 
gram will introduce you to the key features of Connection. We 
suggest that you run through the tutorial before using the program. 


To run the tutorial, load DOS 2.0 or above. Insert the Tutorial Disk 
into your disk drive, type DELIA and press [ _]]. 


Running the Connection Tutorial LS 








CONFIGURING YOUR 
CONNECTION 


Appendix B at the back of this book contains an explanation as 
to how to customize Connection for your particular printer, 
telephone system, modem and screen color choices. 


Your Connection comes pre-configured for an Epson MX80 
printer. If you are using a different printer, refer to the appendix. 
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EXITING FROM THE 
CONNECTION PROGRAM 


When you finish your work for the day and need to exit from the 
program, follow these steps: 


1. Press [F10] 


2. Either type E for “Exit”, or press [—] until the blinking arrows 
point to EXIT and then press [J]. 
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THE CONNECTION 
WORK ENVIRONMENT 


WHAT MAKES A 
CONNECTION? 


The Work Environment 


When you work at your traditional desk, you might have many doc- 
uments, ledgers, and file folders in front of you. Similarly, Connec- 
tion lets you do many things at once. It gives you the capability to 
work on up to nine documents, nine spreadsheets, nine data bases, 
and two communications terminals simultaneously. You can inter- 

rupt one task for another and return exactly where you left off. 


In addition, Connection makes it easy for you to share informa- 
tion between data bases, documents, spreadsheets, and communica- 
tions terminals. For example, you can quickly generate personalized 
form letters by merging names from a data base into a letter stored 

in the Document Service. You can create a complete report by insert- 
ing a spreadsheet into a document, or create your own document 
from a file you receive from another computer. 





The Services 


Connection recognizes that you work with many types of informa- 
tion — words, records, numbers and communications. Connec- 
tion provides you with a set of tools for working on each type of 
information. These tool sets are called services. 


Connection’s Document Service helps you write and revise let- 
ters, memos, contracts, reports and other documents. It helps 
you move text around, search for errors and correct them, and 
control the appearance of your printed page with type styles, 
underlining, indents, margins, and centering. 


The Data Base Service maintains your records of personal con- 
tacts, searches for people you must see, dials the telephone, gen- 
erates reports, and sends customized form letters. 


The Spreadsheet Service gives you powerful tools for manipulat- 
ing numbers. It helps you build financial and statistical models 
and perform calculations. When you ask yourself, “What if I 
changed this number?” the Spreadsheet Service shows you the 
impact on all your other numbers — in no time. 


The Communications Service lets you talk with other computers 
over telephone lines, access information banks, and send and 
receive documents electronically. 


Lastly, a Help Service answers your questions on the spot when 
you are working at your Connection and are unsure of how to 
proceed. 


This chapter explains how the services work together and describes 
the work environment that all the services use. The details of how 
to use the individual services are described in the following chap- 
ters of this book. 
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COMMUNICATING WITH 
CONNECTION 


To communicate with Connection you will use your keyboard, the 
screen of your monitor, and a cursor that appears on the screen. 
This section introduces: 


a The Connection Screen 
m= The Cursor 
w The Keyboard 


What You Will See on the Screen 


Connection designates four primary areas of the screen, as the 
following illustration shows: 


The Connection screen 
Work Area Command Menu 
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Services Menu Dialog Area 
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w The Service Menu is always the bottom line of the screen. This 
menu lists Connection’s services. You can select a service from 
the menu at any time. 


m= The Command Menu is the top three lines on the screen. This 
menu lists the commands available in the service you are using. 
This particular illustration shows the Spreadsheet Service com- 
mand menu. The command menu will change when you switch 
from one service to another. In all command menus, the com- 
mand name is preceded by the function key (F1 - F9) you should 
press to give the command. 


w The Dialog Area is always the second and third lines from the 
bottom of the screen. Connection uses this area for requesting 


information from you, displaying your reply, and giving you 
information about the current status of your work. 


m The Work Area is the large, center portion of the screen, where 
documents, records, spreadsheets, and files are displayed for you 
to work on. 


The Cursor 


The cursor is the blinking rectangle that always shows you where 
you are on the screen. Usually, the cursor is the size of one charac- 
ter, although sometimes it is wider. The Spreadsheet Service uses a 
cursor the size of a spreadsheet cell — which can be many charac- 
ters wide. The cursor also widens to the width of the command 
names in the dialog area — as you will see later. 


The Keyboard 


You will give all your instructions to Connection by typing at your 
keyboard. 


Note that most keys are auto-repeating. This means they automati- 
cally repeat if you hold them down. This is useful when you use 
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editing and cursor movement keys. However, you should not hold 
down function keys, or Connection will misinterpret your 
commands. 


Following is a brief outline of the groups of keys on your keyboard. 
More detailed descriptions of the actions of particular keys are given 
as you encounter them throughout this book. 


Typewriter Keys 


These keys are the same as on a typewriter. They include the letters 
a through z, the numbers 0 through 9, the space bar, and some 
special symbols. Pressing the shift key changes a letter to upper 
case. The caps lock key toggles between upper and lower case for 
letters, but not for numbers or punctuation. 


Editing Keys 
These keys allow you to revise the information you have typed. 
They include the backspace, delete, and insert keys. 


Cursor Movement Keys 


These keys move the cursor from one position to another. They 
include [—], [--], [1], [t], [Home], [End], [PgUp], [PgDn] and [=]. 


Function Keys 


These keys are labeled [F1] through [F10]. You use them to give 
commands to Connection. 


[_!] Enter 


You use the enter key to indicate that you are ready to have Connec- 
tion go ahead and carry out your command. 


[Esc] Escape 


You use the escape key to cancel a command that you have given. 
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[Ctrl] and [Alt] 


These two keys are used to give special instructions to Connec- 
tion. To use them, hold down the [Ctrl] or [Alt] key, and then 
press whatever keys you are instructed to press. 


[<] Left Angle Bracket 


Connection reserves this sequence: <. for advanced formatting 
commands and this sequence: <’ for merge commands, both 
described later in this book. If you need to type either of these 
sequences for any purpose other than to use these commands, you 
must type the angle bracket twice, like this: <<. or this <<<’. 
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WORKING AT YOUR CONNECTION 


The following pages include step-by-step instructions to show you 
how to work at your Connection. So make sure you have prepared 
your disks and started the program, as described at the beginning of 
this book, and you’re ready to sit down to work. 


This section explains how to use the key features of the Connec- 
tion work environment: to switch quickly from one task to 
another, return to where you left off, share information among 
services, and use windows to see several tasks at once. You will. use 
the procedures described in this section whether you work on docu- 
ments, data bases, spreadsheets, or communication terminals. In 
this section you will learn how to: 


open services 
select services 


close services 


use more services 


use windows 


share information between services 


If you make a typing error while performing any of the following 
exercises, you can press [backspace] and try again. If you press 
the wrong function key, press [Esc] and try again. 
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Opening Services 


Opening a service is like taking work out of your desk drawer and 
putting it on top of your desk. 


You will open services as you need to use them. For example, when 
you turn on your computer and start the Connection program at 
the beginning of the day, you need to open the service — or 
services — that you plan to use. Later in the day, you will open 
more services, as you need them. You can leave them open all day, 
and Connection will automatically close them for you when you 
exit the program. 


Suppose you start the program and the first thing you plan to do is 
compose a document. You need to open the Document Service, as 
follows. 


Look at the service menu at the bottom of your screen. Arrows 
point to one of the services. Are the arrows blinking? If not, press 
[F10]. The [F10] key always moves you to the service menu, from 
wherever you are working. 


Connection displays a message in the dialog area, telling you 
what to do next. It says: 


Press — or — to select service, then J. 


Go ahead and press one of the cursor keys, [—] or [-], until the 
blinking arrows point to DOCUMENT. Then press [—!] to “enter” 
your selection. The service menu now looks like this: 
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Cursor pointing to “DOCUMENT-1” on services menu. 


Connection displays this prompt in the dialog area: 
Open new service? Type Y or N. 


Type Y to confirm that you wish to open a new service. The reason 
Connection asked you to confirm your action will become clearer 
to you later when you start switching between multiple open 
services. Sometimes you will accidently start to switch to an 
unopened service, and this prompt gives you a chance to back out 
before Connection allots unnecessary computer memory to that 
service. But don’t hesitate to type Y if you do want to open the 
service. 


Your screen should look like the following illustration. Notice that 
on the service menu at the bottom, DOCUMENT-1 has changed to 
DOCUMENT*1. An asterisk always indicates that the service is 
open. A dash indicates that it is closed. 


The command menu shows the Document Service commands.The 
dialog area provides information pertinent to documents.The work 
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area is empty and ready for you to start typing. Try it. Type the 
beginning of a memo: To: Joe Anderson. 
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The Connection Document Service 


Open Another Service 


Let’s try opening another service -- a data base. Press [F10], next 
press [—] until the arrows point to DATA BASE, and enter your 
selection by pressing [J]. Then, in reply to the prompt Open new 
service?, type Y. 


The Data Base Service is now open. It is ready to help you find, 
update, and use your records. 


Selecting a Service 


As we have said, opening a service is like taking work out of a desk 
drawer and putting it on top of your desk. Selecting an open service 
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is like choosing one of the items from those on your desk, in order 
to start working on it. 


You are now looking at the Data Base Service. To go back and 
select the Document Service, which is already open, press {F10], 
press [—] until the arrows point to DOCUMENT, then press [_]. 
The screen changes from the data base back to the document 
— your note to Joe Anderson, like this: 



















Rut Block ot lext a 4@loggle Under! ine. 
py Block of Text Set Type Style 
Elnsert Block of Text. Bromearch and Replace . 

0. doe Andersond 


Bile/Print Commands 
ocument Conmands 
BEnvironwent Commands 










“ 
‘f 
f 
Si 









earch Commands =~ 
fined Search Comman 
er6adial Telephone 






erint Commands 
Data Base Commands 
Fenvironwent Commands 












CUSTOMER LIST 


Company : DeltaGold Computer Corporation 
Address : 250 Forbes Blvd. 
City + Mansfield, State : Ma. 02048 
Tel. # (617) 337 - 5575 













Switching back from the Data Base Service to the Document Service. 
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The Purpose of Selecting Services 


There are many situations in which you will want to switch quickly 
from one service to another. (“Switching” from one service to 
another is the same as “selecting” services.) 


For example, if you were a sales representative, you might start the 
afternoon by using the Document Service to write a report. You 
might want to interrupt your writing briefly to switch to the 
Spreadsheet Service and consult some forecasts for next year’s sales 
that you calculated previously. Then you could switch back to the 
report, right where you left off. You would not have to perform the 


time-consuming steps of saving your document on your disk before 
switching services, and retrieving it after switching back. 


Later, as you complete the report, you might want to switch to the 
Spreadsheet Service again to single out a portion of your forecast. 
With another few keystrokes you can switch back to the Document 
Service to insert the figures in your report without retyping them. 


Next, you might switch to the Data Base Service and ask it to 
search through a data base for the sales representatives in the west- 
ern states region, and send them a personalized cover letter that 
will accompany your report. 


Later in the afternoon, you might use the Communications Service 
to take a look at the latest financial figures distributed by the 
national information bank that you subscribe to. If a customer calls 
while you are using the information bank, you can quickly switch 
to the Data Base Service to find the customer’s record. When you 
finish the phone conversation, you might switch back to the infor- 
mation bank. 


This is just a sampling of the ways you can switch from one service 
to another. You can probably think of many more that are suitable 
to your own work. 
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Short Cuts for Opening and Selecting Services 


There are two short cuts you can use, if you wish, for opening or 
selecting a service. 


Instead of pressing [F10], pointing with a cursor key, and then 
pressing {[.1], you can 


1. Press [F10], and then type the initial letter that corresponds to 
the name of the service — d for documents, f for data base records, 
S for spreadsheets, C for communications, h for help, or @ for exit. 


2. Or, hold down the [Alt] key and press [F1] for data base (F1 
because it is the first service listed in the service menu), [Alt F2] 
for documents, [Alt F3] for spreadsheets, and so forth. 


Closing a Service 


Closing a service is the flip side of opening one. It is like putting 
your work back in your drawer. 


You do not need to close a service yourself, except if you try to 
open more services than the memory in your particular computer 
can handle at once!. In this case, Connection will let you know 
that there is Insufficient memory to open service. 


If this situation occurs, choose one of the open services you aren’t 
using, and close it. 


For example, right now the Document and Data Base Services are 
open. Suppose you try to open a third service but you are told there 
isn’t enough memory. You might then decide to close the Data Base 
Service, as follows: 


First, select the Data Base: press [F10], then type R (for records). 
Your data base appears on the screen. 


1 Two factors influence the number of services you can have open at one time: the amount of memory your 
computer has, and the size of any documents and/or spreadsheets that appear in the work area of a cur- 
rently open service. If you run out of memory, you can try saving a spreadsheet or document to reduce the 
amount of memory required for information in your work area. If that doesn't relieve the problem, then try 
closing a service. 
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WARNING: At this point, if you were using one of the other 
services, you would need to look at the work area of the screen to 
see if it contains information that you need. If it does contain 
needed information, such as a newly edited document, save it 
before you close the service. Otherwise, you will lose your work. 


You don’t need to worry about this precaution right now, because 
you are using the Data Base Service, which automatically saves new 
information for you. If you were using the Document or Spread- 
sheet Service, you would follow the procedures for saving docu- 
ments and spreadsheets as described in the chapters that discuss 
those services. 


The next step is to press [F9] to access a group of commands called 
the Environment Commands. 


Then, a message appears in the dialog area asking you to select one 
Environment Command from the list: 


Select an Environment Command: 
Window-Size Set-Colors Disk-Space  Close-Service 


Type € to select the command Close-Service from the list. 


Connection next asks you to confirm your action. A message in 
the dialog area asks: 


Are You Sure? Type Y or N. 
Type Y to answer “yes”. 


The service menu changes from DATA BASE+1 to DATA BASE-1 
to indicate that the service is now closed. 
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Many More Services 


Until now we have been talking about one Data Base Service, one 
Document Service, one Spreadsheet Service, and one Communica- 
tions Service. Actually, Connection provides you with: 


= 9 Data Base Services 

= 9 Document Services 

s 9 Spreadsheet Services 

a 2 Communications Services 


Having all these services can be quite useful for you. Suppose, for 
example, that you are writing a memo. Besides the memo itself, you 
need to consult two other documents: last year’s annual report and 
some notes you made to yourself. If you use one Document Service 
to write the memo, a second Document Service to look at the 
annual report, and a third Document Service for your notes, you 
can switch back and forth between them with just a few keystrokes. 
Likewise, you could use multiple spreadsheets, data bases, and 
communication terminals. 


If you did not have all these services, you could still consult all 
your documents, spreadsheets, and so forth. But the process would 
be more complicated and slower. And you would have to be more 
careful about saving your work along the way. For example, you 
would start typing the memo, and then save it on your disk before 
consulting any other document. Then you would retrieve the 
annual report from your disk (you'll learn about saving and retriev- 
ing later), look at it, and save it. To go back to the memo, you 
would have to retrieve it again. 


While opening several services at once is convenient, you should be 
careful to keep track of the ones that contain new information or 
editing changes. Then, before you close a service or exit from Con- 
nection, save your newly-created or newly-edited work. 
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Selecting More Services 


The procedure for selecting one Document Service and then 
another Document Service is very similar to switching from one 
Document Service to a Data Base Service, or any other service. Try 
the following exercise at your computer. 


Suppose you want to start typing the memo. Begin by selecting the 
Document Service: press [F10], then press [—] to point to 
DOCUMENT*+1, then press [.] to enter your selection. 


Earlier, when we discussed how to select services, we ignored the 
fact that the names on the service menu are followed by numbers. 
Now you should realize that the number 1 indicates the first of nine 
services (two in the case of communications). 


Start typing the memo: 
Meme 
The letters you type appear in the work area. 


Now let’s look at the annual report. We’ll use Document Service 2. 
Press [F10]. Then press [1] and look at the service menu to change 
from DOCUMENT*1 to DOCUMENT-2. Press [.J] to enter your 
selection. In reply to the prompt Open new Service?, type Y for 
“yes”. (The rules for opening and closing multiple services are the 
same as you have already learned: you open new services whenever 
you need them, and you never have to close them unless you run 
out of memory.) 


The annual report is stored on your disk: Retrieve it by pressing 
[F7], then type R, then type ANNUAL, and press [._!]. The annual 
report appears in the work area. 


Try switching back to the memo: press [F10], [1], [J]. 


Then switch back to the annual report: press [F10], [t], [—!]. Notice 
how quickly you can switch from one document service to another. 
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q 
q 
To the Stockholders and Board of Directors of Atlanta Computer Inc. :@ 
q 
We have examined the consolidated balance sheets of Atlanta Computer 
Inc. as of January 1, 1984. In our opinion, the financial statements 
referred to above fairly represent the financial position of Atlanta 
Computer Inc. as of January 1, 1984, in conformity with generally 
accepted accounting principles applied on a consistent basis.® 
q 

Alexander Benson & Co.@ 
Boston, Massachusetts® 
January 28, 19844 
$ 
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Working on two documents simultaneously 


In effect, the service menu is two-dimensional, though you can’t 
see all of it at once. Whenever you need to select a service, you can 


use the left and right cursor keys to m. ve sideways on the menu, 
and the up and down cursor keys to move up and down. | 
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Short Cut for Selecting More Services 


There is a short cut you can use to switch from one service to a 
higher- or lower- numbered service of the same type. Instead of 
pressing [F 10], pointing with a cursor key, and then pressing [_J], 
you can: 


a hold down the [Alt] key and press [F7] to decrease the number, 
for example, from SPREADSHEET-6 to SPREADSHEET-5. 


= hold down the [Alt] key and press [F8] to increase the number, 
for example, from DATA BASE-3 to DATA BASE-4. 


Windows 


You have learned how to switch back and forth between services 
quickly. What if you want to see more than one service at the same 
time? To do this, you can divide the work area of your screen into 
windows. You can have one window in the top half of the screen 
and another in the bottom half. No matter what you are working 
on, you can always pause to change your window from the full 
screen to the top half or bottom half and back again. 


It is entirely up to you to decide what size windows to use and 
when to use them. Windows are available simply for your 
convenience. 


Let’s set up windows to enable us to see both the memo and the 
annual report at the same time. 


From the previous exercise, you should be using Document Service 
2 to look at the annual report. Adjust the window to look at it in 
the top half of the screen, as follows: Press [F9], the key that cor- 
responds to Environment Commands. A message appears in the 
dialog area, asking you to select one command from among a list. 
Select Window-Size by pressing W. Next, this message appears in 
the dialog area: 


Select a Window Size: 
Top-Half Bottom-Haif Full No-Menu 
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Press T to select Top-Half. Watch the work area as it is divided 
into two windows. The annual report, using Document Service 2, 
appears in the top half. 


Now, let’s work on the memo in the bottom window. First switch to 
Document Service 1 by pressing [F10], [!], [J]. The document 
covers the entire work area until you adjust the window size. 


Adjust the window size as follows: press [F9], for Environment 
Commands, then press W for Window Size, then press B for Bot- 
tom Half. The memo appears in the bottom window. 


Your screen should look like the one below. 


Look at the line that divides the screen in half. Arrows at both ends 
of the line point downward, towards the currently selected service 
— Document Service 1. And in the service menu at the bottom of 
the screen, the arrows point to DOCUMENT*1. The command menu 
and dialog area will also change to correspond to a newly selected 
service. 
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Hy the Stockholders and Board of Directors of Atlanta Computer Inc.: 


He have exanined the consolidated balance sheets of Atlanta Computer 
Inc. as of January 1, 1984. In our opinion, the financial statements 
referred to above fairly represent the financial position of Atlanta 
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Opening up a window 
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Let’s go back to the annual report (press [F10], [t], [J]). Adjust the 
window size back to the full screen as follows. Press [F9], for 
Environment Commands, then press W for Window, then press F 
for Full. 


As you have seen, the list of window sizes also includes No Menu. 
If you select this size, the command menu at the top of the screen 
is erased, giving you a larger work area. You may find this useful 
after you become familiar enough with the Connection commands 
that you no longer need to refer to the command menu for 
reminders. 


Summary: 
Opening, Closing, and Selecting Services, 
and Using Windows 


We have covered quite a bit of ground so far in this section. Let’s 
stop and summarize what you have learned about working at your 
Connection. 


The Services available to you are: 

Data Base-1 Document-1 Spreadsheet-1 Communications-1 
Data Base-2 Document-2 Spreadsheet-2 Communications-2 
Data Base-3 Document-3 Spreadsheet-3 


Data Base-9 Document-9 Spreadsheet-9 
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Selecting a Service 


When: Whenever you need to switch to another service that is 
already open. 


How: Choose whichever of these three procedures is easiest: 
= Press [F10] 


Press [—], [—], [1], or [1] until the blinking arrows point to the 
service you need 


Press [1] 
m Press [F10] 


Type the initial of the service name: 
R for records (data base) 

D for documents 

S for spreadsheet 

C for communications 

H for help 

E for exit 


= Hold down [Alt] and press: 


[F1] for data base (it’s first on the service menu) 

{F2] for documents (it’s second on the menu) 

[F3] for spreadsheet 

{F4] for communications 

[F5] for help 

[F7] to go to a lower-numbered service of the same type, e.g.: 
from DOCUMENT*5 to DOCUMENT+4 

[F8] to switch to a higher service of the same type 


Opening a Service 


When: Whenever you need to switch to another service that is not 
already open. 


How: Follow the same procedure you use to select a service, with 
one additional step. When a message in the dialog area asks 
whether you wish to Open new service?, type Y, for “yes”. 
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Closing a Service 


When: Only when you try to open an additional service and Connec- 
tion responds with the message Insufficient memory. 


How: Follow these steps: 


1. Decide which service you will close, because you no longer need 
to use it. 


2. Select the unneeded service, as described above. 


3. CAUTION: If you are closing any service except the Data Base 
and the work area contains any information you need, save it 
now, or you will lose it when you close the service. 


. Close the unneeded service: Press [F9], for Environment 
Commands 


Press C to give the command Close Service 
In reply to the prompt, type Y to confirm your decision 


> 


Using Windows 


When: Whenever you wish to look at two services at once, to use 
the full work area after you have divided it in half, or to enlarge the 
work area by eliminating the command menu. 


How: Follow these steps: 
1. Press [F9] to access the Environment Commands 
2. Type W to give the command Window Size. 


3. Type one of the following: 
T to use a window in the Top Half of the work area 
B to use a window in the Bottom Half of the work area 
F to use the Full work area 
N to enlarge the full window by erasing the command menu — 
this is the No Menu option 
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Notes: When you first open a service, it automatically uses the full 
screen until you tell it otherwise. After that, the service uses what- 
ever window you specified the last time you selected that service. 


Once you select a service, you can change the size of its window at 
any time while you use the service. 
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Sharing Information Between Services 


So far in this section, we have concentrated on how Connection 
helps you switch easily from one task to another. You have seen 
how you can keep many pieces of information on your desk at once, 
switch between them quickly, return to where you left off, and 
arrange windows so that you can see two at once. These are some of 
the key features of the Connection work environment. 


Besides helping you to switch tasks freely, Connection makes it 
easy for you to share information between one task and another. 
For example, you can extract data from a data base and merge it 
with a document to create form letters or reports. You.can build a 
spreadsheet and then insert it into a document. You can use the 
Communications Service to receive information from another com- 
puter, save the information as a document, and later use the Doc- 
ument Service to edit it. 


We will discuss information-sharing in detail in the following chap- 
ters of this book. To give you a small sampling now, we will show 
you how to insert a spreadsheet into a document. This exercise is 
more complicated than the previous ones. Try it now, if you like, or 
come back to it later. Follow these steps: 


1. To begin, open the Spreadsheet Service. Press [F10], then type 
8’. When you are asked whether you want to Open new 
service?, type Y. 


2. Next, retrieve a spreadsheet called BUDGET, as follows: Look at 
the command menu and you will see that [F7] corresponds to 
File/ Print Commands. Press [F7]. A list of commands appears 
in the dialog area. Press R to select the command Retrieve. A 
prompt in the dialog area asks you to enter the name of the 
spreadsheet you wish to retrieve. Type BUDGET. If you make a 
typing error, press [Dackspace] to erase it, then type the 
correction. When you finish typing, press [1] to “enter” the 
name. The spreadsheet appears in the work area of the screen. 


2 If the dialog area shows the message Insufficient memory, you need to close a service to make room for 
the spreadsheet. We won't be using DOCUMENT=1, so close it as follows. First select the service: press 
{F10]. press [—] to point to documents, then press [!] to point down to DOCUMENT®1. Next close the ser- 
vice: press [F9}, for Environment Commands, type E to give the command Close Service, then type Y, 
for yeS, to confirm your action. 
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3. Next tell Connection that you want to copy this spreadsheet to 
a document: Press [F7], for File/Print Commands. From the list 
of commands that appears in the dialog area, select Copy to 
Document by typing C. A list of options appears in the dialog 
area. We’ll skip the options for now, and just type G for Go. 
When Connection displays this message: Enter name: FLASH, 
simply press [—!]. The spreadsheet is copied to a temporary file 
that Connection calls “FLASH”. 


4. The DOCUMENT®2 service is already open from the previous 
exercises. Switch back to it as follows: Press [F10]. The cursor 
moves to the service menu. Press [-], then [1]. The arrows on 
the service line should point to DOCUMENT*2. The document 
ANNUAL should appear in the work area. (Retrieve it now if you 
didn’t in the previous exercise: press [F7], R then type ANNUAL 
and [_J].) 


5. Insert the spreadsheet into the document as follows. Move the 
cursor to the position where you plan to insert the spreadsheet. 
In this case, we’ll press [End] [End] [PgDn] to move to the end of 
the page. Look at the command menu and you will see that [F3] 
corresponds to the command Insert Block. Press [F3] and this 
prompt appears: Insert Block - Enter Name: FLASH. In reply to 
the prompt, simply press [1] to insert the spreadsheet. If you 
want to see where the spreadsheet is inserted, press and hold [t] 
to scroll upward through the document. 


The next illustration shows what you have just accomplished. 
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Copying from a spreadsheet to a document 
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CONNECTION COMMANDS 


A command is an instruction that you give Connection whenever 
you want it to do some work for you. You have already given quite a 
few commands. You have commanded Connection to Close 
Services, Retrieve a document and a spreadsheet, adjust Window 
Sizes, and Copy a spreadsheet to a document. 


Although you’ve given commands, we haven’t discussed them very 
systematically. In this section we will 


= explain how to give Connection commands 


= explain how to cancel a command that you have started to give 


How to Give Commands 


Regardless of what service you use, the general procedure for giving 
commands to Connection is the same. The procedure is as 
follows: 


u To give a command, you always begin by pressing the approp- 
riate function key. If you don’t remember which key to press, 
refer to the command menu at the top of the screen. 


s After you press the function key, if Connection needs informa- . 
tion from you, it prompts you with a message in the dialog area 
of the screen. It might ask you, for example, to: 


Move cursor to end of block, then enter. 
= When Connection prompts you to type certain information, you 
simply type it. 


a When Connection prompts you to enter certain information, 
you type the information and then press the enter key, [J]. 


m When you reply to a prompt, you can edit your reply until you 
press the enter key. Use any of the editing keys, including 
{backspace}, [Del], and [Ins], or the cursor keys, [—], [—]. 
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a Where appropriate, Connection provides proposed replies to its 
prompts. For example, when you give the command to Save a 
spreadsheet and are prompted to enter a name, the name of the 
spreadsheet you most recently saved or retrieved is offered as a 
proposed reply, like this: 


Enter Name: BUDGET 


To use the proposed reply, simply press [.1]. Otherwise, delete 
the proposed reply and give your own. 


m Sub-commands. In many cases, Connection accepts your com- 
mand as soon as you press a function key. In other cases, you 
press a function key and then a list of sub-commands appears in 
the dialog area. You are prompted to select one sub-command 
from the list. For example: 


Select a File/Print Command: 
Save Retrieve Delete Print Hailt-Printer 


You can select a sub-command in one of two ways: 
1. Type the first letter of the sub-command you wish to give. 


2. Press [—] or [—] to move the cursor to the command and then 
press [J]. 


Note: In the exercises you have done so far, we have instructed 
you to type the first letter of sub-commands. In all subsequent 
exercises in this book, we will tell you to “select” a command, 
and you can type the command initia! or use the cursor keys, 
whichever is easier for you. If two commands in a list share the 
same initial, you must use the cursor keys to select one of them. 
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[Esc] - Cancelling a Command 


Sometimes you will start to give a command and then decide you 
shouldn’t have started it. To get yourself out of trouble, press the 
[Esc] key. 


For example, suppose you write a memo. When you’re done, you 
decide to give the command Save to save your memo on your disk. 
Accidentally, you select the Retrieve command, and before you 
know it, Connection is asking you for the name of the document 
you wish to retrieve. You had no intention of retrieving a docu- 
ment. Moreover, if you do retrieve a document at this point, the 
memo you just worked so hard writing will be erased from the 
screen to make room for a new document. 


To escape from this predicament, press [ESC]. Then you can try 
again to give the Save command. 


If you make any mistakes while giving commands as you perform 
the following exercises, use the [ESC] key. 
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FILE NAMES AND DIRECTORIES 


As you know, an advantage of creating documents, spreadsheets, 
and data bases on a computer is that you can save them on your 
disk for easy access later. To be able to find them later, you must 
assign a name to each one. 


This section describes 
m how to choose names 
= how to use directories to look up names you have used 


Note: In this section, we will use the term “files” to refer, as a 
group, to the documents, spreadsheets, and data bases that you 
keep on your disk. 


This section assumes that you have opened and selected a Docu- 
ment Service. If you haven’t, do it now: press {F10], then type D. 


File Names 


The file names you invent can be one to eight characters long. 


CAUTION: You should avoid entering a name longer than eight 
characters, even though Connection does not stop you from doing 
so. If you enter a longer name, only the first eight are used. This 
will cause problems for you if you assign two names that share the 
same first eight characters. 


You can include the following characters in your file names: 
A-Z0-9!@#$% &()- ** 

Do not include any spaces in the names, or any symbols not shown 
in the list above. 


Connection always converts names to upper case letters, 
regardless of whether you press [shift] or [Caps Lock] when you 
type the name. As a result, these two names are the same: 


LETTER-A, letter-a. 
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If You Use More than One Disk Drive 
If your computer uses only one disk drive, skip this section. 


If your computer uses more than one disk drive, you need to tell 
Connection which disk to save a file on, and which disk to 
retrieve a file from. 


When you started the Connection program as described earlier in 
this book, you designated one of your disk drives as the default data 
drive. To instruct Connection to use the default data drive for 
saving or retrieving a file, simply type the file name. To instruct it 
to use a drive other than the default data drive, precede the file 
name by the drive name (A, B, etc.), then a colon. 


For example, if you want to retrieve the document LETTER from 
drive A, you give the command Retrieve, and then you are 
prompted to enter the name of the document. 


If your default data drive is A, you would reply: LETTER. 
If your default data drive is B, you would reply: A:LETTER 


Extensions 


If you want to use a file name extension, you can add a period, then 
1-3 characters after the 8-character file name. However, by doing 
this you will override a system of file name extensions that Connec- 
tion uses. As a result, your file name will not appear in Connec- 
tion directories, and you will have to remember it without being 


able to look it up. 


Directories 


A directory is a list of file names. The Document Service keeps a 
directory that contains the names of all your documents, the Data 
Base Service keeps a directory that contains the names of your data 
bases, and the Spreadsheet Services keeps a directory of your 
spreadsheets. 


Whenever you are prompted to enter a file name, you can consult 
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the directory by pressing the up cursor key — [t]. This is especially 
helpful when you are unsure of the exact name to enter. 


For example, suppose you want to retrieve a form letter you 
previously wrote and saved. But you are unsure of the exact name 
you assigned to it. You would retrieve it as follows: 


Press [F7], for File/Print Commands. Select Retrieve from the list 
of commands. A Prompt appears in the dialog area, followed by a 
proposed reply: 


Enter name: ANNUAL 


Now you can look at the document directory. Press [t]. The direc- 
tory appears in a box at the right of the work area, as the following 
illustration shows. 
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Press [1] to move the cursor down through the directory. If a 
directory is longer than the box, you can keep pressing [1] to see 
more names. You can also press [t] to go back up towards the top 
of the directory. As you look at the names in the directory, you spot 
the one you want: LETTER-X. Move the cursor to LETTER-X, then press 
[J] to enter your selection. 


Connection retrieves the form letter and displays it in the work 
area of the screen. 


You can use the [t] to access a directory whenever you use any of 
the following commands and are prompted for a file name: 


Document Service Spreadsheet Service Data Base Service 


Retrieve Retrieve Get Database 

Save Save Make New Database 
Print Print Batch Merge 

Cut Block of Text Copy to Document Single Merge 

Copy Block of Text Overlay Export 

Insert Block Import Import 
Communications Service 

Use Log-in Script 

Send a File 


Receive a File 
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ENVIRONMENT COMMANDS 


Each service has its own set of commands, useful specifically for its 
own type of work. In addition, there are several commands that 
affect your work environment, rather than your specific task. These 
are called Environment Commands. The following Environment 
Commands are included in all services, except as noted: 


m Erase Screen 
ws Window Size 
a Set Colors 
m= Disk Space 
w Close Service 


We have already discussed Window Size and Close Service. In 
this section we will discuss the other three commands. 


Erase Screen 


This command erases the work area of the screen. For example, the 
document LETTER-X appears in the work area from the previous 
exercise. You are finished with this document for now, so you 
might want to erase the work area as follows: 


Press [F9] for Environment Commands. Select Erase Screen from 
the list of commands in the dialog area. When you are asked: Are 
you sure?, type Y for yes. 


LETTER-X is erased from the screen, but not from the disk, where it 
had been saved previously. Therefore you will be able to retrieve it 
again if you need it. 
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CAUTION: If you create a new document and then erase the screen 
without saving the document, the document will be completely 
gone and you will not be able to retrieve it. Similarly, if you retrieve 
a document, then edit it, then erase the screen, your edits will be 
lost. The same is true for files you receive when you use the Com- 
munications Service, and for spreadsheets. 


Every service except Data Base and Help provide the command 
Erase Screen. 


Set Colors 


If you have a color monitor, you can choose the colors for Connec- 
tion to use. And you can change them at any time. You can use 
different colors to distinguish between different types of informa- 
tion. For example, when working on data base records, you can 
select a color for data and a different color for non-data. 


To set colors, press [F9] for Environment Commands, select Set 
Colors, and then reply to the prompts that you see in the dialog 
area. 


Disk Space 


This command tells you how much space you have left on your 
disk. To use the command, press [F9], for Environment Com- 
mands, then select Disk Space from the list. 
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FINISHING THE WORK SESSION 


For now, you are done using the documents and spreadsheets you 
have retrieved and created in this chapter. You probably want to 
make a clean slate for the work you will do when you read the next 
chapter. To do this, select each of the services that are now open, 
and-use the command Erase Screen. After using this command, 
the versions on the disk will not include any of the changes you 
made. 
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THE HELP SERVICE 


Whenever you are using Connection and you need some assis- 
tance, you can consult the Help Service. 


The Help Service provides on-screen, on-the-spot information 
regarding: 


m= your work in progress 
a topics related to your work in progress 
a other topics that you request 


How to Get Help for Your Work in Progress 


To learn about the Help Service, we’ll try using it. Suppose you 
need help while writing a document. 


If you are not already using the Document Service from the pre- 
vious exercises, select it by pressing [F10], then {D]. Then start typ- 
ing your document: 


This is a sample document. 





Suppose you finish typing your document and you want to file it 
permanently on your disk. So you press [F7]; the key that corres- 
ponds to File/Print Commands. A prompt appears in the dialog 
area and Connection waits for your reply. But what if you’re not 
really sure what to do at this point? You can consult the Help 
Service, as described in the next section. 


Select the Help Service 


Select the Help Service just as you learned to select other services. 
Press [F10], then press H for Help. Since this is the first time you 
are using the Help Service today, a message in the dialog area asks 
whether you want to Open new Service? Type Y in response to the 
prompt. 


If a message appears in the dialog area indicating that you have 
Insufficient memory to open a service, close one of the other 
services (except the Document Service that contains your sample 
document) using the procedure described in the chapter on the 
Connection Work Environment. 


The Help Service then appears on the screen. The command menu 
displays the Help commands. The work area provides the assistance 
that you needed on File/Print Commands. And the dialog area 
shows the name of the Help topic you are currently using: 
File/Print Commands. 


Scrolling 


Sometimes help information takes up more lines than the work area 
can show at once. In that case, press the down cursor key [!] until 
you can see more lines at the bottom. Then, if you need to go back 
up, press [t]. To jump to the very beginning, press [Home]. 
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Getting Help on Related Topics 


Connection makes it easy for you to request help on topics 
related to your work in progress. For example, on some help 
screens, phrases may be displayed in bold type. At the bottom, 
additional. topics may appear in bold type. 


For information on these additional topics, press the cursor keys 
until the large cursor highlights the word corresponding to the 
topic you’re interested in. Press [1], and the Help Service displays 
information about that topic. 


In this way, you can browse through pages of related information 
that the Help Service provides. 


Backing Up to the Previous Help Topic 


To refer to a Help topic that you read previously, press the [back- 
space] key. Try it now, and the information in the work area 
switches back from directories to the file/print commands. You can 
press [backspace] repeatedly to continue going back to previously- 
read Help topics. 


Requesting Help on Other Topics 


When you use the Help Service, you can read about all aspects of 
Connection. You're not restricted to topics related to file/print 
commands just because that’s what you were working on when you 
selected Help. 


Look at the command menu and you will see that you can request 
general help by pressing [F1], Data Base help by pressing [F2], and 
so forth. Pressing [F6] will give you instructions for using the Help 
Service. 
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Try pressing [F1] to request general help. A list appears in the work 
area, outlining the general features of Connection. Suppose you 
would like some general information on commands. Move the 
cursor until it is positioned on How to Give Commands. Then 
press [1]. Information on giving commands appears in the work 
area. Again, the names of related topics are displayed in bold. You 
can point to the related topics with your cursor if you wish to 

read on. 


Help and Windows 


It is often useful to adjust your help window to half-size. In this 
way you will be able to see your work and a help topic at the same 
time. Let’s try it: press [F9], the key that corresponds to 
Environment Commands. Next press W, for Window Size, then B 
for Bottom Half. The Help topic appears in the window at the 
bottom of the screen. Part of the Document Service appears at the 
top of the screen. 


When you switch back to the Document Service, it will fill the 
entire work area — unless you adjust that window also. If you 
switch back to Help, the screen will be divided again. 


Experiment with windows to discover what is most convenient 
for you. 
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Turning Off Context-Based Help 


So far you have learned the most common methods for requesting 
help from Connection. This section describes another method. 
You may want to read this section now, or come back to it later 
when you are more familiar with Connection. 


Context-based help is a term that describes the way you have been 
using the Help Service so far. When you selected the Help Service, 
the first topic that appeared was based on the context of your work 
at the time. You had just pressed [F7] for File/Print Commands, 
so the Help Service provided you with information on file/print 
commands. 


Alternately, you can suppress context-based help. To do this, switch 
to the Help Service and press [F7], the key that corresponds to 
Toggle Context-Based. A message in the dialog area has now 
changed from Context-based on to: 


Context-based off 


From now on, whenever you switch from one of the services to the 
Help Service, you will see the last help topic you used, instead of a 
new one based on your work at the time. In some cases this may be 
more convenient for you. 


If you prefer to use context-based help, turn it on by pressing [F7] 
again. 
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THE DOCUMENT SERVICE 


A document can be a one-page letter or a ten-page contract. It can 
be a phone list, a product brief, or even a chapter of a book. 


What Does the Document Service Do? 


Connection’s Document Service helps you write, edit, print, and 
store your documents. Suppose you started writing a clothing 
catalog yesterday and you need to continue working on it today. 
The Document Service retrieves the catalog for you and lets you 
make changes and additions easily. When you decide to move the 
description of flannel shirts from the beginning of the catalog to 
the middle, you simply “cut” it from the beginning and “insert” it 
wherever you wish. When you discover that you misspelled “cordu- 
roy” 50 times, the Document Service will find all the misspellings 
and fix them for you. 


If you find it helpful, you can work on several documents simul- 
taneously. For example, you might create a second document for 
wr.ting notes to yourself about the scarves and jackets you know 
you'll have to describe later. Then, when you get to the jacket sec- 
tion, you can consult your notes in one window on the screen, and 
write your description in another window. 


In your catalog, you can print all the product names in bold type 
and underline them if you wish. If you want to see how your 
columns would look if they were wider, you can change the mar- 
gins and the Document Service will adjust all the lines for you. 


When it’s time for lunch, you can save the catalog on your disk and 
come back to it later. 


Selecting the Document Service 


We're going to work on some documents now — so sit down at 
your computer and start Connection if it isn’t started already. 


Select the Document Service: press the [F10] key. Look at the ser- 
vice menu at the very bottom of your screen. Press the left or right 
cursor key, [—] or [--], until the blinking arrows point to “DOCU- 
MENT.” Press [.]] to enter your selection. 


If a message in the dialog area asks whether you want to open a 
service, type Y. If another message states that there is “insufficient 
memory to open service,” consult the section on opening and clos- 
ing services. 
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The Document Service Screen 


Now that you have selected the Document Service, your screen 
looks like this: 
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CREATE, EDIT, 
AND PRINT A DOCUMENT 


In this section you’! learn the basic skills of composing documents. 
You will: 


@ create a document from scratch 
= edit the document 
ws print the document 


Creating a New Document 


You have just selected the Document Service. The work area of the 
screen is empty (except for a symbol we’ll discuss later) — and 
ready for you to create a document. Suppose you want to create the 
following: 


Painted Antique Furniture 


For some years old furniture has been scraped down to the natural 
maple or pine wood. People have removed the many layers of paint that 
were added over the years, believing they were restoring the 

furniture to its original finish. However, most furniture of the 

1600s and 1700s was originally painted. 


Starting to Type 


To begin, just start typing. As you type the word Painted, notice 
that each keystroke is echoed on the screen. The blinking cursor 

appears immediately after the last character you typed. The cursor 
marks the position of the next character you will type. 


The “end of document” symbol follows the last character you typed 
and always marks the end of the document. 


Correcting an Error 


Type Antige instead of “Antique”. To correct your error, press the 
[backspace] key. The cursor moves one position to the left and 
erases the letter €. Now type the correct letters: ue. 
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Ending Lines Manually 


Type Furniture. Then press [1] — it works like the carriage return 
on a typewriter, instructing the Document Service to end the line. 
Notice that a paragraph symbol appears at the end of the line you 
ended manually and the cursor moves to the beginning of the 
next line. 


You can erase a paragraph symbol the same way you erase a charac- 
ter. Try pressing the [backspace] key and watch the paragraph sym- 
bol disappear. Press the [._]] key again to continue. 


There is a double space after this line of text, so press [_}] again to 
add the extra space. 
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Word Wrap: Ending Lines Automatically 


Type the first line of the paragraph, up to the word natural. This seo! 
time, don’t press the [1] key. Just keep typing. As soon as you 
type more letters of the word maple than will fit inside the right 
margin, the word moves down to the next line on the screen. This 
is called word wrap. 


You don’t need to keep checking the screen to see if you are 
approaching the right margin, or to listen for a bell as you would 
on a typewriter. Whenever you are about to cross the right margin, 
the Document Service takes care of wrapping the word to the 

next line. 


Space Between Sentences 


After you type W004 at the end of the first sentence, type a period 
and press the [space] bar once. Use only one space between 
sentences, rather than two as you would on a typewriter. 


Finish typing. End the paragraph by pressing [._!]. 


Scrolling 


As you will see when you work with documents longer than 
“Painted Antiques,” the work area quickly becomes filled with text. 
When you continue to type after the screen is full, each line moves 
up by one to make room for a new line at the bottom. This reposi- 
tioning of the text on the screen is called scrolling. The top line 
moves off the top of the screen. You haven’t lost it — you can look 
at it again by moving the cursor upwards. 


Editing the Document 


Suppose, after you type the “Painted Antique Furniture” document, 
you decide to make some changes. You do not need to retype the 
paragraph, as you might if you were using a typewriter. You can 
make your changes on the screen. To make a change, you move the 
cursor to the appropriate section of the document and then insert, 
delete, or overstrike characters, as described in the exercise below. 
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The Cursor 


The blinking cursor shows you where the next character you type 
will go. You can move the cursor anywhere in your document. As - 
the cursor moves over existing text, it does not affect that text. 


Moving the.Cursor 


The cursor keys move the cursor one position at a time: [~] moves 
the cursor one position to the right, [—] moves it one position to 
the left, [t] moves it up one line, and [!] moves it down one line. If 
you hold down any of the four cursor keys, the cursor moves in the 
specified direction until you release the key. 


If the cursor is at the end of a line, [~] moves it to the beginning 
of the next line. If the cursor is at the beginning ofa line, [—] 
moves it to the end of the previous line. 


Try pressing the cursor keys and watch the path of the cursor on 
the screen. You cannot move the cursor to a position before the 
beginning of the document or beyond its end. 


To move the cursor to the beginning of the document, press [Home]. 


Try it. 


Deleting Characters 


You can delete any characters from your document. To delete a 
character, first move the cursor to it. For example, press [Home], 
then press [1] twice, then [-] four times. The cursor rests on the 
“s” in “some.” To delete the word “some” and the space that fol- 
lows it, press [Del] five times. 


Each time you press [Del], one character is erased. Instead of press- 
ing [Del] five separate times, you can hold the key down until all 
the characters you need to delete are erased. 


Notice that space is now available for the word “maple” at the end 
of the first line of the paragraph. “Maple” automatically moves up 
from the second line. The words “were,” “furniture,” and so forth 
also move up. Whenever you make space by deleting characters, the 
Document Service re-wraps the entire paragraph for you. 
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Inserting Characters 


You can insert words, sentences, or any combination of characters 
anywhere in your document. Let’s try changing the first sentence 
from “for years” to “for many years.” All you need to do is move the 
cursor to the place where you would like the new text to appear and 
type, after first making sure you are in insert mode. 


To type in insert mode, look at the insert /overstrike indicator at 
the right side of the dialog area. If it says “i” — for insert — you’re 
ready. If it says “o” — for overstrike — présss the [Ins] key. 


Now move the cursor to the “y” in “years,” if it is not still posi- 
tioned there. Type many. Then press the [Space] bar to insert a 
space between the two words. 


Each time you insert a character, the cursor moves one space to the 
right, pushing all the rest of the paragraph ahead of it. 


Notice that when there is no longer space for the word “maple” at 
the end of the first line of the paragraph, “maple” automatically 
drops down to the next line. So do the words “were,” “furniture,” 
and so forth, as the Document Service re-wraps the entire paragraph 
for you. 


Overstriking Characters 


If you find that you have spelled a word incorrectly or used the 
wrong word altogether, you can simply type over your mistake with 
the characters you prefer. All you need to do is move the cursor to 
the position and type, using overstrike mode. To switch from insert 
mode to overstrike mode, press [Ins]. The insert /overstrike mode 
indicator now says “o.” 


Move the cursor back to the beginning of the word “many” by 
pressing [—]. Now type some. You have typed the word “some” over 
the word “many.” 


In your work, use whichever typing mode is convenient for you. 
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Printing the Document 


Before you print your document, make sure the printer is set up 
properly. If you are unsure whether your printer is ready, consult 
your printer manual. 


To print your document, press [F7], the key that correponds to File/ 
Print Commands, and then select Print. Remember, you can select 
a command either by typing its initial — in this case, P — or by 
pressing the left or right cursor key until the command name is 
highlighted, and then pressing [1]. If you select the wrong 
command, you can always press [ESC] and start again. 


A message in the dialog area asks you to Enter Name. Press [_!] to 
reply to this prompt. Another message asks how many copies you 
wish to print. Type 1 and press [1]. A final message asks whether 
you will use continuous-form or single sheet paper. Select 
continuous-form. 


Here are some additional facts about printing that you’ll want to 
know later in your work: 


= There are two ways to respond to the prompt Enter Name. 


1. To print the document that appears on the screen, make sure 
no characters follow the prompt and then press [1]. 


2. To print a document that you have previously saved on your 
disk, type the name of the document and then press [1]. 
(We’ll learn about saving documents on disk in the next sec- 
tion of this chapter.) Using this method, you can print one 
document from the disk while you edit a different one on the 
screen. 


You can send a maximum of eight documents to the printer at a 
time. These can be eight different documents, multiple copies of 
one document, or any combination of these. The printer queue 
holds each document until the printer is free to print it. To do 
this, press [F7], select Print, enter the first name; press [F7], 
select Print, enter the second name, etc. 
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a Connection allows you to print in the background. This means 
that while your document is printing, you can continue to use 
Connection to do other work. 


= If you need to stop the printer, press [F7] and then select 
Halt-printcr. 


a If you select the “single-sheet” printer option, the printer will 
stop at the end of every page and wait for you to change the 
paper. When you are ready to restart the printer, press [Ctrl P] 
(hold down the [Ctr!] key and then press P). 
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SAVING, RETRIEVING, 
AND MANAGING DOCUMENTS 


An advantage of using a computer to create documents is that you 
can keep them for easy access later. To make the most of this 
feature, you need to know how to manage your documents. 


In this section you will learn: 
a how to save documents 

w how to retrieve documents 
a how to delete documents 
a about document size 


ws more about printing and saving documents 


Saving Documents 


Suppose you create a document and expect to have more 
information to add to it tomorrow, and more next week. You would 
want to save it on your disk for later retrieval. To tell the Document 
Service to save a document, use the Save command. It doesn’t 
matter whether the cursor is at the beginning, end, or middle of 
your document when you give this command. 


Let’s save the “Painted Antique Furniture” document that appears 
on your screen. Press [F7] and then select Save. 


This prompt appears in the dialog area of the screen: Enter Name. 
Now is the time to give your document a name. Let’s call it 
“ANTIQUE”. In reply to the prompt, type ANTIQUE. If you misspell 
the name, use the [backspace], [Del], [Ins], and/or cursor keys 
to edit it. When you’re done typing the name, press [|] to enter it. 


While the Document Service saves your document on the disk, the 
message working... appears in the dialog area. 
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Saving documents 


It is wise to save documents frequently while you are in the process 
of creating or editing them. For example, if you are writing a five- 
page letter, you might type one page and save it. Then keep typing 
until you have completed the second page and save that. In this 
way you repeatedly copy your document from the screen to the 
disk. This minimizes any loss of information if, for example, a 
power failure occurs. 


Saving New Documents 


There are two situations in which you'll be saving documents — 
saving new documents and re-saving old documents. If you create a 
new document from scratch and then save it, you should give it a 
new name, different from any other document you have saved. If 
you were to give a new document the same name as an old one, the 
old document would be completely erased. To avoid accidental dele- 
tion, the Document Service asks you to confirm your action if you 
enter a name that has already been used for another document. It 
sounds a beep and asks you: 
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Write over old document? Type Y or N. 


In most cases you’ll want to type N, and then press [F7] to try 
again. 


Saving Old Documents 


If you retrieve an old document, edit it, and save it, you probably 
don’t mind deleting the old version of the document. So you will 
type Y when you are asked: 


Write over old document? Type Y or N. 


If you want to keep both versions of the document, give them dif- 
ferent names — for example: ANTIQUE1 and ANTIQUE2. 


Retrieving Documents 


When you want to bring a document to the screen in order to look 
at it or change it, you retrieve the document. You can only 
retrieve documents that you have previously composed and saved. 


Let’s retrieve a document called PLANTING that has already been 
typed for you. Press the [F7] key, then select Retrieve from the list 
of commands. 


The following prompt appears in the dialog area of the screen: 


Enter Name: ANTIQUE 


The name of the document you last saved or retrieved appears after 
the prompt automatically. ANTIQUE appears in the dialog area 
because it is the name of the document you saved when you per- 
formed the exercise in the previous section. 


Because you do not want to retrieve ANTIQUE now, type right over 
the name as follows. First, check the insert /overstrike indicator in 
the dialog area to see if you are in overstrike mode. The insert/ 
overstrike indicator should say 0. If it does not, press [Ins]. Then 
type PLANTING and press [1]. PLANTING now appears in the work 
area. 
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Retrieving documents 


If the Document Service can’t find the document you try to 
retrieve, this message appears in the dialog area: 


DOCUMENT NOT FOUND. 


Make sure you are using the right disk and try again. You might 
have misspelled the document name. 


Remember, if you are unsure of the exact name of the document 
you want to retrieve — or print, save, or delete, for that matter — 
you can find it in the document directory. After you press [F7] and 
select the retrieve command, press [t]. The directory appears in a - 
box on the screen. Use the cursor keys to point to the name of the 
document you want and then press [J]. 


Warning: If you retrieve one document and then immediately 
retrieve another, the first document is erased from the screen. As a 
result: 
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= Ifyou retrieve a document and edit it without saving it, then 
retrieve a second document, the first document remains on the 
disk in its original form — without the changes. 


a If you create a document but forget to save it before retrieving 
another, the first document is lost completely. 


Document Size 


There are two kinds of restrictions on the size of documents. 


Line and Character Limit 


The largest document Connection will let you create is 1000 lines 
or approximately 32,000 characters, whichever limit you reach first. 
If you reach a limit, a message in the dialog area tells you: Insuffi- 
cient Memory! At this point, you should save your document and 
continue work by creating a second one. 


Before you reach the limit, you can tell how many lines you’ve 
used by looking at the page and line indicators in the dialog area. 
For example, if you’re on page:02 line:30, and you use Connec- 
tion’s margins (described later), which give you 54 lines per page, 
then you’ve used 1 x 54 + 30 lines, or 84 lines. 


You can tell how many characters you’ve used by giving the Space 
command, as follows: Press [F8}], Document Commands. Select 
Space. A message such as this appears in the dialog area: 


Characters Used: 4661 Space Remaining: 27082 
If you need to override the line and character limits, you can com- 
bine several documents into one big document. Read the chapter 


on advanced formatting commands for an explanation of how to do 
this using the Include Document command. 


Disk Space Limit 


As you save documents, spreadsheets and data base records, your 
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‘disk will eventually become full. To find out how much space 
remains on your disk, use the Disk Space command. This com- 
mand is grouped with the Environment Commands, accessed by 
[F9], because it gives you information about your system, not just 
the particular document you are working on. 


If you try to save a document and the disk is already full, a message 
in the dialog area tells you: 


Illegal document name or disk full. 


If your disk is full - place another disk in your data drive and try to 
save the document again. 


More on Saving and Printing Documents 


In the section of this chapter on printing, you leamed that there 
are two methods for printing documents. You can either print the 
document that appears on the screen or print a document that you 
have previously saved on your disk. Now that you know more about 
saving and managing documents, let’s discuss the methods further. 


In most cases, you compose a document, then save it, and then 
print it. However, there are several situations when you might want 
to print the document from the screen, as outlined below. 


= If you don’t plan to save the document at all. For example, you 
might compose and print a memo. If you have no further need 
for it you won't save it on your disk. 


= /f you don’t plan to save a new version of the document. For 
example, you might retrieve a standard form letter that you com- 
posed earlier. You change it slightly and print it to send it toa 
particular person. You have no need to save the changed version 
of the letter, so you erase the screen (as described in the next 
section). The letter remains on disk in its original form. 
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a If you plan to save the document later. For example, suppose you 
are creating a letterhead. You print it, look at it, and decide to 
change it. After several rounds of changing and printing it with- 
out ever taking it off the screen, you come up with a version 
you're Satisfied with and save it on your disk. 


Both methods of printing require some computer memory. If you 
don’t have enough memory you will see the message: 
Insufficient memory or queue full. 


Close an unneeded service and try again. 


Erasing the Screen 


If you performed the previous exercise, the document PLANTING 
should still appear on your screen. Suppose you want to erase the 
screen in order to create a new document. If you changed 
PLANTING and you want to save the changes, use the Save 
command. If you have not changed PLANTING, or don’t want to 
save your changes, you can quickly erase the document from the 
screen without erasing it from the disk. 


Press [F9], the key that corresponds to Environment Commands. 
Select Erase-sereen. 


The Document Service asks you to confirm your action by asking: 
Are you sure? Type Y or N. 


In this case, you’re sure, so type Y. 


PLANTING is erased from the screen. You now have a clean slate on 
which to create a document. 
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Deleting a Document 


If you know that you will never again need a particular document 
you previously saved, you can delete it from the disk. Remember, 
after deleting a document, you can never retrieve it. 


To delete a document press [F7], then select Delete. In response to a 
prompt, type the name of the document you wish to delete and 
then press [1] . Before erasing the document from your disk, Con- 
nection confirms that that’s what you really want to do by asking 
Are you sure? . 


If you are, type Y. 
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MORE ON 
EDITING DOCUMENTS 


You have already learned the basics of editing documents: how to 
move the cursor around the screen, and how to insert and delete 
information. 


Connection’s Document Service provides many additional editing 
tools that you will find very helpful. 


In this section you will learn how to: 

w move the cursor further and faster 

m transpose characters and change their case 
m= move, copy, and delete blocks of text 

w search for phrases and replace them 


This section uses the document PLANTING. If it does not still 


appear on your screen, retrieve it: press [F7], select Retrieve, type 
PLANTING, and then press [_1]. 


Moving the Cursor Further and Faster 


You know how to move the cursor one position at a time, to the 
left, right, up, and down. You can hold down a cursor key to keep 
the cursor moving — but that still isn’t very convenient for moving 
the cursor to the end of the line or the end of the document. 
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Here’s how to move the cursor further and faster: 


Press: The Cursor Moves: 

[Home] To the first character of the document 
[End] [End] [Pg Dn] To the last character of the document 
[End] [— One word to the right 


[End] [—] One word to the left 

[End] [t] To the top line of the screen 

[End] [1] To the bottom line of the screen 
[End] [End] [—] To the end of the current line 

[End] [End] [—] To the beginning of the current line 
{Pg Up] Up one screen-full 

[Pg Dn] ‘Down one screen-full 

{End] [Pg Up] Up one page 

[End] [Pg Dn} Down one page 


Note: Most computers (excepting the IBM PCjr, for example) will 
move the cursor one word to the right or to the left by pressing 
[Ctrl —] or [—] respectively. 


Transposing Characters 


One common typing error involves transposing characters. For 
example, you might type possibel when you meant to type possi- 
ble. Often, you realize your error right away. In this case, while the 
cursor is still placed immediately after the two transposed letters, 
press [Ctrl t] (hold down the [Ctrl] key while you type t). T stands 
for transpose. The two letters will be switched into their proper 
order, and you can continue typing. 


Changing Text to Capital Letters 


Sometimes you'll decide to change a phrase from lower case to capi- 
tal case letters. A quick way to do this is to move the cursor to the 
beginning of the phrase and press [Ctrl ¢]. C stands for capital. You 
can hold the keys down until the cursor reaches the end of the 
phrase you are changing to capital letters. 
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Changing Text to Lower Case 


Sometimes you'll decide to change a phrase from upper case to 
lower case letters. A quick way to do this is to move the cursor to 
the beginning of the phrase and press [Ctrl I]. L stands for lower 
case. You can hold the keys down until the cursor reaches the end 
of the phrase you are changing to lower case. 


Moving Text 


When preparing documents, you probably have encountered this 
situation: you type the document and then decide to move a para- 
graph from one position to another. If you are using a typewriter, 
you either have to retype the page or take a scissors, cut the para- 
graph out of the original position, and paste it into the new posi- 
tion. When you use Connection, you are spared retyping and cut- 
ting and pasting. The Document Service can move text from one 
position to another within a document, or even to another 
document. 


The Document Service can move any amount of text you specify — 
a paragraph, several paragraphs, an entire document, or just a sent- 
ence or a few words. The text you specify is called a block of text. 
Moving a block of text is a two-step process. First you indicate the 
block you want to move and cut that block. Second, you insert the 
block at the new position. 


Whenever you cut a block of text, you have the choice of saving the 
block temporarily or permanently. If you save it temporarily, the 
Document Service cuts it faster for you. To use this method, enter 
the name FLASH when the Document Service proposes that name. 
(We will try it shortly.) 


If you enter a name other than FLASH, the cutting takes a little 
longer, but the block is saved on your disk permanently. Then, you 
can refer to the block by name in order to insert it later, or to 
retrieve it as if it were a document. The rules for inventing a block 
name are the same as those for document names. A block cannot 
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have exactly the same name as another block or a document. If you 
give an existing name to a block, you erase the block or document 
that originally had the name. 


The following exercise shows you how to move a block of text in 
the document titled PLANTING. If this document does not now 
appear on your screen, retrieve it. 


The PLANTING document is shown below. Notice that it discusses 
apple trees, then pear trees, and finally cherry trees. Suppose you 
want to rearrange the document to discuss pear trees after cherry 
trees. You need to Cut the pear tree paragraph and then insert it at 
the end of the document. 


PLANTING INSTRUCTIONS 
APPLE TREES: 


Plant apple trees in full sun where deep toam is well-drained. 
Plant the trees at least 25 feet apart in a hole at least twice 

the size of the root ball. Stake the trunk with soft twine, and 
mulch with two to three inches of hay or wood chips or other 
organic matter, leaving six inches clear around the trunk. Remove 
the first two years’ blossoms to spur root and trunk development. 
The tree usually bears fruit by the third season. Hard-thinning 
encourages bigger fruit. Prune dead wood annually when the tree 
is dormant. 


PEAR TREES: 


Pear trees prefer a heavy moist soil such as a deep clay loam. 
Good drainage and adequate moisture are essential. Stake the new 
trees with soft twine. Space the trees 20 feet apart in the sun. 
Planting two trees is recommended to ensure pollination. Pear 
trees usually bear fruit in three years. Fruits should be thinned 

to one per foot of branch. Harvest the fruit when it is easy to 
pick and has small spots on the skin that turn brown. Prune 
annually when the trees are dormant. 


CHERRY TREES: 


Plant cherry trees in well-drained loam in full sun 20 feet 
apart. Cut the trees back to three or four wide-angled limbs. 
Prune annually in late winter or early spring. Cherry trees are 
self-pollinating and bear fruit after several years’ growth. 


4-22 The Document Service 











Cutting the Block 


First you need to indicate the beginning and end of the block you 
want to cut. Move the cursor to the beginning of the block, the P 
in the subhead PEAR. 


Then press the [F1] key to give the command Cut Block of Text. 
The following message appears in the dialog area: 
Cut Block - Move cursor to end of block, then enter. 


Move the cursor to the end of the block — the character that 
immediately follows the last character you wish to cut. In this case, 
move the cursor to the C in the CHERRY subheading. Notice that 
the block is highlighted on the screen. If you pass the end of the 
block, you can use the up and left cursor keys to go back to the 
correct position. Now press [1] to mark the end of the block: 


The Document Service next asks if you want to give the block a 
name. It prompts you: 


Enter Block Name: FLASH 


FLASH is the proposed reply to the prompt. You’re going to insert 
the block immediately, so you don’t need to give it a different 
name. Simply press [.!] to enter FLASH as the block name. 


Inserting the Block 


Now move the cursor to the position where you wish to insert the 
block: at the end of the document. Press [F3] to give the command 
insert Block of Text. 


This message appears in the dialog area: 


Insert Block - Enter Name: FLASH 
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The block you just cut was called FLASH, and the prompt proposes 
that you insert the same block. This is exactly what you want to do, 
so simply press [._!]. 


Look at the screen and you will see that the pear tree paragraph 
now appears at the end of the document. 


Copying Text 


Copying a block of text from one place in a document to another 
place — or several places — is very similar to moving text. To 
move text, you Cut the block and then insert it in its new position. 
To copy text, you use the Copy command, and then the Insert 
command. 


When you copy text, you have the option of giving it a name to 
save it permanently, or calling it FLASH to save it quickly and 
temporarily. 


When you copy (or cut) a block once, you can then insert it many 
times. Let’s try it. Move the cursor to the P in the PLANTING title. 
Press [F2] — the key that corresponds to Copy Block of Text. 
Move the cursor until it rests on the | in INSTRUCTIONS. 
PLANTING — the word you wish to copy — and the space that 
follows it are highlighted. Press [1] to mark the end of the block. 


In reply to the prompt Enter Name: FLASH, simply press [1]. The 
block is now temporarily saved under the name FLASH. 


Move the cursor to the A in APPLE TREES. Press [F8] to Insert 
Block, and press [1] to accept FLASH. The line now reads: 
PLANTING APPLE TREES. 


“Move the cursor to the P in PEAR TREES and press rae again. 
The same block is inserted, and the line becomes: PLANTING 
PEAR TREES. 


Do the same for CHERRY TREES. 
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Moving and Copying Text to Another Document 


You use the same commands to move and copy text from one doc- 
ument to another as you use to move and copy text within one 
document. This can save you a lot of work when you create several 
documents that include similar information and you want to move 
the information around without retyping it. 


For example, suppose you create a document that describes how to 
care for cherry trees. After you write it, you might decide to incor- 
porate information on how to plant cherry trees — the same infor- 
mation that is already typed in the PLANTING document. 


To try this, open another Document Service by pressing [Alt F8]. 
(Type Y if you are prompted to open the service. If you are warned 
that you have insufficient memory to open DOCUMENT-2, close 
another service besides DOCUMENT*1 and try again.) Using Docu- 
ment Service 2, type Caring for Cherry Trees . . . If you like, adjust 
the window size to Top Half, as you learned in the previous 
chapter. 


Now go and get the information to be copied. Press [Alt F7] to 
return to DOCUMENT*1, where PLANTING still appears on the 
screen. If you like, adjust the window to Bottom Half, in order to 
see both documents at once. Then use the command Copy Block 
of Text to copy the paragraph on cherry trees. When you are 
prompted to Enter name: FLASH, simply press [] to accept the 
name FLASH. 


Press [Alt F8] to go to DOCUMENT*2. Move the cursor to the posi- 
tion where you will insert the new paragraph. Then press [F3] to 
give the command Insert Block of Text. Again, simply press [1] to 
accept the proposed block name FLASH. The cherry tree paragraph 
is copied from one document to the other. 


When you are done, close DOCUMENT*2 and go back to 
DOCUMENT 1 to get ready for the next exercises. 
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Deleting Text 


To delete several characters from a document, you press the delete 
key. But what if you want to delete a sentence, a paragraph, or 
more? It would take a long time to delete a large block by holding 
down the delete key. 


For a quick way to delete a block of text, use the command Cut 
Block of Text. For quick cutting, accept the name FLASH that is 
proposed in response to the prompt to Enter Name. The block is 
not saved on your disk. Rather it is temporarily saved in the compu- 
ter’s memory, until the next time you use FLASH. 


Combining and Dividing Documents 


You can use the Insert command to combine several small docu- 
ments into one bigger one. Likewise, you can use the Cut com- 
mand to divide one document into several smaller ones. 


For example, suppose you are composing your annual report and 
you decide to incorporate a product description that you wrote pre- 
viously, called PRODUCT. You would move the cursor to the 
appropriate position in the annual report, give the Insert command, 
and enter PRODUCT in response to the prompt for a name. 


Then suppose that you continue composing the annual report and 
it becomes just too big and cumbersome to work on. You might use 
the Cut command to divide it into three smaller documents called 


ANNUAL, ANNUAL2, and ANNUALS. 


Searching For a Phrase and Replacing It 


When you want to correct or edit a phrase in your document, you 
do not need to move the cursor to the phrase manually, delete it, 
and type a new phrase in its place. The Search and Replace com- 
mand can do the work for you. Moreover, you can give the com- 
mand once to find all occurances of a search phrase within a docu- 
ment — whether it appears once, ten times, or up to 99 times 
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—and substitute a replacement phrase for all of them. Search and 
replacement phrases can each be a phrase, a word, or part of a word, 
up to a maximum of 24 characters. 


We will use the PLANTING document again. Suppose you want to 
change all the subheadings to read ORCHARDS instead of TREES. 


The Document Service starts at the cursor position and searches 
forward. So press [Home] to begin the search at the beginning of the 
document. 


Press [F6] to give the Search and Replace command. 
The following prompt appears on the screen: 


Enter Search Phrase: 
Search: Replace: Count: 01 


The cursor is located immediately after Search. It is waiting for you 
to enter the search phrase. Type the search phrase: TREES. 


If you make an error while typing, correct it as you would correct 
any i with the help of the cursor keys, [backspace], [Del], and 
[Ins]. 


When you finish typing the search phrase, press [I]. 


The dialog area now looks like this: 


Enter Replace Phrase: 
Search: TREES Replace: TREES Count: 01 


In response to the prompt for a replace phrase, use overstrike mode 


to type ORCHARDS over TREES. Then press [J]. 
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Next, the dialog area asks you to enter a COUNT. You want to find 
every occurrence of TREES in the document. Don’t bother to figure 
out the number of times the word occurs. Instead, choose a 
number, such as 99, that you know exceeds the number of times 
the word appears in the document. Type 99. The dialog area now 
looks like this: 


Enter Count: 
Search: TREES Replace: ORCHARDS Count: 99 


You're ready to go. Press [_!]. 


While the Document Service searches, the dialog area of the screen 
displays the message Searching . . . When it completes the search, 
the dialog area says Document Service. The cursor is at the word 
ORCHARD in the last subheading. This is the last occurrence of 
TREES that the Document Service found and replaced with 
ORCHARDS. The Document Service sounds a beep to let you know 
that it found TREES fewer than 99 times. 


If the Document Service can’t find your search phrase, it sounds a 
beep and returns the cursor to the position it occupied before you 
gave the Search command. If this problem is caused by a typing 
error in your search phrase, edit it and try again. If you don’t see a 
typing error, check again to make sure that you began your search 
with the cursor in the Home position at thé beginning of your 
document. 


Note that the Document Service points out the last replacement 
that it made; it does not stop to show you all the replacements it 
makes along the way. Therefore, when you ask the Document Ser- 
vice to search and replace, be sure to select a search phrase that 
‘matches only the phrases you definitely want to replace. 


Following are some rules to keep in mind whenever you type a 
search phrase: 
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The Search and Replace command always starts at the current 
cursor position and searches forward. If the cursor is at the very 
end of a document and you enter a search phrase, the Document 
Service won’t find it. If you are unsure whether the phrase is 
before or after your current cursor position, press the [Home] 
key to go to the beginning of the document, and then give the 
Search and Replace command. 


The Search and Replace command searches for the word or 
part of a word represented by the characters you type. If you 
type at, the Document Service would find at, watering, 
location, and any other word that contains the characters “at”. 
But if you type [Space] at, it will find only those words 
beginning with the characters “at”. 


You must type the phrase accurately, or the Document Service 
won’t find it. If you’re looking for PEAR, and you type PER, the 
Document Service won’t find it. 


You must type upper and lower case characters exactly as they 
appear in the phrase you are searching for. If you want to search 
for Train and you type train, the Document Service won't find it. 
This means that if you spelled a word wrong through an entire 
document you will probably want to search for it twice — once | 
with the first letter capitalized in case it appeared at the begin- | 
ning of a sentence, and another time with the first letter in lower 

case type. 


A search phrase can consist only of visible characters and spaces. 
It can not include markers such as the end of paragraph or end 
of document symbols. 


If you are unsure whether you want to replace all occurrences of 
a phrase, you can always search through the document one 
occurrence at a time, by leaving the count at 01. The cursor will 
stop every time it finds and replaces the search phrase. Check to 
see if you really wanted the phrase replaced, change it back if 
you don’t, and then press [F6] [—!] [1] [!] to jump to the next 
place where your search phrase occurs. 
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Searching For A Word Or Phrase 


You can also use the Search and Replace command to search 
without replacing. This is handy for moving quickly to a particular 
section in a large document, far from the current cursor position. 


For-example, suppose you are editing a long document that con- 
sists of three parts. Each part begins with a subhead, as follows: 


1. Part One 
Il. Part Two 
lil. Part Three 


If you decide to edit the third section, you can probably move there 
more quickly by using the Search and Replace command than the 
cursor keys. 


When entering the search phrase, you would type one that you 
think is unique to the phrase you want to find. In this case, you 
could enter any one of the following: 


Wf] 
Part Three{] 
ill. Part Three[t] 


Because you want to search for the first occurrence of the phrase 
and not replace it, you would simply press [.1] in response to the 
prompts for both the Replace Phrase and the Count. The Docu- 
ment Service then searches for part three and moves the cursor 
there. 
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EMPHASIZING TEXT 
WITH TYPE STYLES 
AND UNDERLINING 


To emphasize words or phrases in your document, you may want to 
underline them or print them in a type style that is different from 
the standard one. For example, you might use italics to refer to a 
book title, bold for the heading of a report, and underlining to 
designate subheads. 


In this section you will learn how to 
= incorporate various type styles in your documents 
gs underline text 


Using Type Styles 


The Document Service allows you to use eight different type styles 
in a document. The type styles are: 


1. Roman (the standard type style) 
2. Italics 

3. Bold 

4. Bold Italics 

5. Superscript 

6. Subscript 

7. a type style of your choice 

8. a type style of your choice 


Some printers are capable of printing more type styles than the first 
six listed above, others are capable of printing fewer. If your printer 
cannot print one or more of the first six type styles, you cannot use 
it. For example, if your printer can print roman and bold, but not 
italics, you cannot use italics in your document. See your printer 
manual to find out which type styles your printer can reproduce. 


If your printer can reproduce more type styles than the six above, 
you can select two more styles to incorporate in your documents. - 


Type Styles and Underlining 4-3] 


Refer to the appendix on configuring your printer for instructions 
on how to modify the list of available type styles. 


Let’s try composing a document that includes bold type. Suppose 
you want to create the following product description: 
BRASS KETTLE 


A shiny brass kettle will brighten any woodstove or kitchen. The metal surface 
conducts heat and brings water to a boil rapidly. 


Documents start out in roman, unless you tell the Document Ser- 
vice otherwise. To specify bold type for the heading, give the com- 
mand Set Type Style by pressing the [F5] key: 


The following message appears in the dialog area: 


Select Type Style: 
1:Roman 2:Ital 3:Bold 4:Bold-ltal 5:Superscript 6:Subscript 7 8 


Each style has a name and number. To select Bold, type the 
number 3. 


Now type the heading and end the line by pressing [1]: 
BRASS KETTLE [.1] 


The Document Service notifies you in two ways that you are using 
bold type: 


1. As you type, the words BRASS KETTLE are highlighted on your 
screen. The highlighting on your screen indicates at a glance 
which words are to be printed in a style other than roman. 


2. Depending on the capabilities of your display, the highlighting 

_ may or may not tell you exactly which non-roman style you are 
using. (Some displays show only bold; some show underlining, 
etc.) However, you can always refer to the type style indicator in 
the dialog area to find out precisely which style you are using. 
The indicator now reads: 


style: 31 
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Ignore the 1 for now. The 3 tells you that the keyboard style — 
the style of the next key you press at the keyboard — is bold. 
The first number in the style indicator always denotes the key- 
board style. 


After you type the heading, you need to change to the roman type 
style. Press [F5], and then type 1, the number that corresponds to 
roman in the list of styles shown in the dialog area. Now start typ- 
ing the paragraph: 


A shiny brass kettle. . . 


Because you are now using the roman type style, the words you 
type are not highlighted on the screen. Also notice that the type 
style indicator shows that your keyboard style is 1. 1 identifies 
roman: 


style:1 1 


So far, we have discussed the keyboard type style — the style in 
which the next letter you type will be printed. Now let’s discuss the 
screen type style, which is identified by the second number that 
appears after the word Style in the dialog area. As you move the 
cursor around the screen, while editing documents, this number : 
indicates the type style of the character you typed earlier wherever 
the cursor is positioned. If you check the style indicator after typing 
revisions, this will help you match the type style of any changes 
you made with the surrounding text. 


To see how the screen type style works, press [Home]. The cursor 
should be on the B in BRASS. The type style indicator reads: 
style:13 


The 1 is the keyboard type style, as you already learned. It tells you 
that the next key you type will be printed in roman. The 3 is the 
screen type style. It tells you that B — the character on the screen 
at the cursor position — was typed in bold. 
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If you edit a word that you previously typed, you should make sure 
the keyboard type style is the same as the screen type style. For 
example, you might want to change the heading to read KETTLES 
instead of KETTLE. You must use the command Set Type Style to 
change your keyboard type style to bold. 


_Tf you want to see a printed copy of the document-you have com- 
posed so far, print it as you learned earlier in this chapter. Look at 
the document you have printed. BRASS KETTLES should appear in 
bold, and the rest in roman. 


Underlining Text 


You can underline any characters in your document, provided that 
your printer can reproduce underlining. You can underline roman 
characters, bold characters, or characters in any other type face. 
Note that if you press the tab key while underlining is turned on, 
all the spaces between tab stops are underlined. If you are unsure 
whether your printer has the capability to underline text, refer to 
your printer manual. 


Documents always start out without underlines, until you tell 
Connection otherwise. The procedure for telling Connection to 
underline text is quite similar to the procedure for setting type 
styles. 


For example, the BRASS KETTLE document should still appear on 
your screen. Suppose you want to add this sentence to the 
document: 

A wood grip makes the kettle safe to handle when hot. 


“Move the cursor to the end of the document and start typing: 


A wood grip makes the kettle 
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Before you type the word safe, press [F4], the key that corresponds 
to Toggle Underline. 


Now type the word you want to underline: 


safe 


As with type styles, Connection notifies you in two ways that you 
are using an underline: 


1. As you type, the word “safe” is highlighted on the screen. Your 
screen might highlight the word by actually drawing a line under 
it; or it might highlight the word in the same way that it high- 
lights bold or italic type styles. 


2. The style indicator shows that the underline is turned “on.” 
Notice the line that follows the keyboard type style in the dialog 
area: 


style:1_1 


The indicator tells you that the next key you type at the key- 
board will be printed in the roman type style (style 1) and it will 
be underlined. 


The indicator will also tell you whether underlining is on or off for 
the screen character. For example, move the cursor left to the f in 
safe. The status message appears as follows: 


style:1i_ 


The first 1_ means that keyboard type style (the style of the next 
character you type) will be roman with an underline. The second 1_ 
indicates that the screen type style (the style of the f where the cur- 
sor rests) is also roman with an underline. 


You cancel the underline the same way that you started it. Press 
the [F4] key. 
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Now underlining is turned “off” for the keyboard character. The sta- 
tus area should look like this: 


style:1 1_ 


Move the cursor to the end of the line and finish typing the para- 
graph. You will notice that once you move the cursor past the e in 
Safe the line following the second 1 in the status message also dis- 
appears. If you wish to look at the document, print it as described 
previously. 


The illustration below summarizes the type style indicator. 


style:n_n_ 


= Indicates the screen type style is 
underlined. If there is no line here, 


screen type style is not underlined. 


n is the identifier of the screen type 
style. n is a number from 1-8. 


Indicates the keyboard type styie is 
underlined. If there is no line here, 
keyboard type style not underlined. 


n is the identifier of the keyboard type 
style. n is a number from 1-8. 
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Changing the Type Style 
or Underline of Existing Text 


You have finished typing the KETTLE document. It still appears on 
your screen. What if you decide to print rapidly in bold? What if 
you decide that the heading should be underlined, as well as being 
printed in bold? You do not need to delete the words and then 
retype them with the new type styles. Connection allows you to 
turn underlining on or off and change the type style of any charac- 
ters you have already typed. 


To change rapidly to bold, first change the keyboard type style to 
bold. Press [F5] to Set Type Style. In response to the prompt, type 
3 for bold. 


Move the cursor to the r in rapidly. Now, to change the style, press 
[Ctrl a] (hold down the [Ctrl] key and then press a). 


The r changes from roman to bold, and the cursor moves to the a. 
Keep pressing the a while you hold down the [Ctrl] key until all the 
letters are changed to bold and the cursor rests on the space that 
follows rapidly. 


Now, let’s underline the heading. The type style should still be set 
to bold. Turn on underlining by pressing the [F4] key. Move the 
cursor to the heading. 


The style indicator should read: 

style:3_3 

Hold down the [€trl] key and then press the a key until you have 
underlined the entire heading. 


If you wish to look at the result, print your document as described 
previously. You are finished editing the KETTLE document. You 
probably want to return to the roman type style, without underlin- 
ing. 
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PAGE LAYOUT 


Suppose you are writing your company’s clothing catalog and you 
need to use narrow columns and center the heading over each pro- 
duct description. Connection provides commands that help you 
position your document on the page. We call this page layout. 


In this section you will learn about: 
mu Connection’s ruler 

= margins 

ws tabs and indents 

m centering lines 

= double- and triple-spacing 


This section uses the document PLANTING. Retrieve it if it does 
not still appear on your screen. 
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The Ruler 


Look at the second line of the dialog area on your screen and you 
will see Connection’s ruler. The ruler gives you information about 
margins, tabs, and your current position on the line. 


The ruler has 80 vertical lines — one for each of the 80 characters 
that will fit across the width of your screen. Every fifth line is leng- 
thened, and every tenth line is numbered — for easier reading of 
the ruler. 


The ruler shows your current position on the line. If your cursor is 
on the fifteenth space on the screen, the fifteenth line on the ruler 


is highlighted. 


Square brackets indicate your margins. The left margin is indicated 
by [, and the right margin by ]. 


The ruler includes a T for every tab stop. 


When you first start work on a new document, Connection creates 
a ruler for you. It supplies you with margins and tabs. The follow- 
ing sections explain how you can replace Connection’s margins 
and tabs with your own, if you wish. 


Margins 


Connection assumes you print your documents on 8-1/2-inch by 
11-inch paper, 66 lines deep by 80 characters wide. It automatically 
sets your left margin to column 6 and your right margin to column 
75, as shown on yqur ruler when you start working on a brand new 
document. It also gives you 6-line margins at the top and bottom. 
Every time your text reaches the bottom margin, the Document 
Service starts printing subsequent text at the top margin of a new 
page. 

Connection lets you change the following margins: 


Page Depth The number of lines on a page. Use this 
command for paper other than 8-1/2” x 
1 1” 
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Top Margin The number of blank lines between the 
text area and the top edge of the page. 


Bottom Margin The number of blank lines between the 
text area and the bottom edge of the 
page. 

Left Margin The column number for the left edge of 
each line. 

Right Margin The column number that is one past the 


right edge of each line. 


Let’s try changing a margin. We’ll use the PLANTING document as 
an example, so retrieve it if you haven’t already. Before we start, 
look at the ruler and notice where the left and right margins are 
now. If you wish, print PLANTING to see how it looks before we 
change the margin. 


Press [F8], the key that corresponds to Document Commands. 
Then, from the list of commands in the dialog area, select Margins. 
From the next list, select Right-margin. This prompt appears in the 
dialog area: 


Enter Right Margin (1-80): 75 


The 75 is your current right margin. The 1-80 is the range of 
numbers from which you can choose when you change the margin. 
If you try to enter a number outside the range, or a number less 
than the left margin, Connection doesn’t accept it and sounds a 
beep. 


Let’s change the margin to 50. Type 50 and then press [1]. Watch 
all the lines on the screen shorten to fit within the new margin. 
Print the document, if you wish. The printed lines end with the 
same words as those on your screen. 


You can change the top, bottom, and left margins in the same way 
that you changed the right margin. You can also change the page 
depth — the maximum number of lines on a page. If you use legal- 
size paper or short forms, you will need to change the page depth. 


Experiment by changing margins as you create or edit a document. 
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The margins you finally settle on will be used throughout your 
document. 


Note: The chapter on Advanced Formatting Commands describes 
two commands that give you further control over margins for more 
complicated page layout. See the description of the commands Left 
Margin and Right Margin in that chapter. The commands allow 
you to: 


= use a right margin that holds more than 80 characters. You 
might want to do this if you use compressed type. 


= change from one set of margins to another within a document. 


Tabs and Indents 


You will probably want to use tabs whenever you compose a table, 
an outline, or an indented list — to name a few examples. 


Creating tabular text is a two-step process. First you Set the tabs. 
Then you use the tabs. Let’s erase the screen before trying an 
example. (Press [F9], then select Erase-screen). 


Connection has already set some tabs for you. Each T on your 
ruler in the dialog area is a tab stop. Let’s use them. Press the tab 
key [=] and watch the cursor jump to the next tab stop. Press [=] 
again and watch it jump again. 


Now let’s set different tab stops. Press [F8], the key that corre- 
sponds to Document Commands. From the list of commands, 
select Tabs. This prompt appears in the dialog area: 


Position cursor at top stops and type T. Then enter. 


Try holding down the [space] bar. Notice that you erase any T that 
you pass. Then try pressing the left and right cursor keys, [—] and 
[--]. This causes the cursor to move across the ruler without erasing 
the previously set tabs. You can also erase tabs with the [Del] key. 


Let’s erase the old tab stops and set new ones. Move the cursor 
back to the left margin, which is at column 6. Press [space] until - 
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you reach column 10, where the ruler says 1. Press T. If you make 
an error, back up and try again. Press [space] again until you reach 
column 15 and press T again. In the same manner, set a tab at 
column 20. When you finish setting the tabs, press [J]. 


Now you're ready to start using tabs. We’ll create the following 
outline: 


Document Commands 


Margins 
Bottom margin 
Tabs: This command sets the tab stops anywhere across 


the page. 
File/Print Commands 
Follow these steps: 
1. Type Document Commands and end the line by pressing [._]. 
2. Press the tab key, [=]. Type Margins, then [1]. 


3. Press the tab key twice to move to the second tab stop: [=] [=]. 
Type Bottom margin, then [=]. 


4. Press the tab key, [==]. Type Tabs:. Press the tab key again [=], 
and the cursor moves to the next tab stop. Now type. This command 
Sets the tab stops anywhere across the page. Notice that when the 
word page crosses the right margin, it moves to the next line; 
under the word this. Connection keeps your text aligned in the 
current tab, until you press [J]. Now you’re done with the short 
paragraph, so press [._1]. 


5. Type File/Print Commands, then [_!]. 


You’re done creating the outline! As an experiment, use the Tabs 
command to change the tab stops to columns 20, 30, and 40. 
Watch your text move to the new tabs. 
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Use Tabs, Not Spaces! 


Suppose you want to indent a paragraph, like the one below: 
Here are the directions to get to our new office: 


Drive down the road along the river until you reach the 
bridge. Drive over the bridge and then turn left. We're in the first 
building on the right. 


| look forward to our meeting next Wednesday. 


Very often people indent paragraphs like this the hard way. The 
hard way is to type several spaces, type Drive ... until you reach 
the, and then press [.1]. Then type several spaces and type the 
next line in the same manner. This can add up to a lot of work, 
especially if you need to go back to the paragraph later and delete 
or insert words, adjusting the line endings manually. 


Why not let Connection do the work for you? The easy way to 
indent the paragraph is to set a tab stop at the column where your 
indentation will begin. Then press [=] once, and type the para- 
graph, letting the lines wrap automatically. Don’t press [1] until 
you finish typing the paragraph. 


Centering a Line 


You can center any line in your document. Try typing the word Cen- 
ter. Now press [F8] and select Center. The result looks like this: 


Center 


The diamond symbol indicates the end of a centered line. You can 
go back and center any line you’ve already typed. 
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Line Spacing 


To change your document from single-spacing to double- or triple- 
spacing, use the Line-spacing command. Try it: press [F8], then 
select Line-spacing. This prompt appears in the dialog area: 


Enter Line Spacing (1, 2, 3): 1 


The current line spacing is 1, and you have a choice of changing it 
to 2or 3. Type 3, then press [1]. When you print your document, it 
will be triple-spaced. On your screen, you do not see the extra 
spaces between lines. However, the line indicator in the dialog area 
keeps track of the spacing. For example, if you press [Home], the 
line indicator says 1. Then, if you move the cursor down one line, 
the line indicator says 4. 


If you want to combine different line spacings to produce a printed 
document, you should break down the sections into separate _ 
documents, setting the appropriate line spacing for each, and use 
the Include Document command to combine them. 


Connection Remembers Your Page Layouts 


Whenever you save a document, Connection saves the margins, 
tabs, centered lines, and line-spacing that you assigned to the doc- 
ument. Then, when you retrieve it or print it later, you will see your 
page layout. 


Advanced Formatting 


For additional page layout features not described in this chapter, 
see the chapter on advanced formatting commands. 
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Form Letters and Other Reports 


For information on how to write personalized form letters, create 
phone and address lists, and generate other kinds of reports that 
involve merging information from data base records into a template 
document, see the chapter on the Data Base Service. 


Copying From Document to Spreadsheet 


If you create a table of numbers in the document service you may 
want to copy the table into a spreadsheet so that you can do 
calculations on the numbers. 


To do this, use the [F2] Copy Block of Text command in the 
Document Service to mark the table. Then switch to the 
spreadsheet service. Move your cursor within the spreadsheet to the 
position where you would like to include the table. Then use the 
[F7] Import command to include the block of text from the 
document. 
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Database Service 


o 


THE 
DATA BASE 
SERVICE 


Whatever your line of work, it probably involves keeping records of 
one sort or another. In a sales office, you most likely keep records 
for each of your customers. In a medical practice, you undoubtedly 
keep records for all of your patients. In a newspaper office, you 
might keep records for each of your news contacts. Each record 
most likely includes a name, address, telephone number, and other 
information you need for your specific purposes. Put them all 
together and you've created a data base — whether it’s stored on 
index-cards, in a file cabinet, or on your computer. 


The term data base refers to a group of records that share some- 
thing in common: a customer data base is a group of customer 
records; a patient data base is a group of patient records; a news 
contact data base is a group of news contact records. You probably 
have been working with data bases, even though you may not have 
used that name for them. If you stop to think about it, you quite 
likely have data bases at home, such as a drawerful of recipes 
clipped from newspapers or a list of babysitters with notes about. 
when they’re available. 











At work or at home, Connection can make it easier for you to keep 
this kind of information and to find it when you need it. 


What Does the Data Base Service Do? 


The Data Base Service helps you manage the information contained 
in your data base — or data bases. To do this, it helps you create 
new records, revise old ones, and keep them all in order. It files 
away records for you and finds them when you need them. Whether 
you have 20 records or 2,000, it does the job more efficiently than if 
you had to sort through folders in a file cabinet, or even through 
cards in a circular file. It also allows you to cross-index your records 
simply and easily. You can locate records of all your contacts in a 
particular town or state just as quickly as you can find all of them 
whose names begin with D or everyone you have appointments with 
next Friday. 


In addition, the Data Base Service helps you use the information in 
your data base. It helps you find, analyze and use specific pieces of 
information that your records contain. For example, you can ask 
the Data Base Service to look through your entire data base of 
western states customers, count the number of those in Denver 
with whom you have appointments next week, find each of their 
phone numbers and dial the phone for you, and send personalized 
form letters. to those customers you can’t reach by phone. 


Your Own Data Base 


You will learn about the Data Base Service by using a sample data 
base called CONTACTS. But to get down to work, you will probably 
want to design your own data base. 


The last part of this chapter shows you how to make your own, 
customized data base. You will make your data base once — and 
then you will use it repeatedly. So before you design and create 
your data base, you should have a good idea of how you plan to use 
it, and you should be fairly familiar with the Data Base Service. 
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‘We suggest that you proceed in this order: 
1. Learn about the Data Base Service by reading this chapter. 


2. Use the last part of this chapter to make your own data base, 
unless the sample data base CONTACTS suits your needs. 


3. Start entering data and using your data base. 


Selecting the Data Base Service 


Read this chapter while sitting at your computer and follow the 
step-by-step instructions. 


Start Connection if it isn’t started already. Then select the Data 
Base Service: press the [F10] key. Look at the service menu at the 
very bottom of your screen. Press the left or right cursor key, [—] or 
[—], until the blinking arrows point to DATA BASE. Press [.!] to 
enter your selection. 


If a message in the-dialog area asks whether you want to open a 
service, type Y. If another message states that there is Insufficient 
memory to open service, consult the chapter on the Connection 
work environment for information on opening and closing services. 


The first thing the Data Base Service tries to do is get a data base 
for you. If it finds one, it displays in the-werk area a blank form of 
the type used for all the records in that particulaydata base. If it 
can’t find a data base, it will display a blank screen. Don’t worry — 
you can get a data base yourself, as described next. 


Getting a Data Base 


Look at the dialog area on your screen. Does it say: 
DATA BASE: CONTACTS 


If it does, you are ready to use the CONTACTS data base. If not, get 
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CONTACTS as follows. Press [F8], the key that corresponds to Data 
Base Commands. Select Get Database from the list of commands. 
Then this message appears in the dialog area: 


Enter Name: 


Remember, there are two ways you can respond to the prompt for a 
data base name, a document name, or a spreadsheet name: 


1. You can type the name, in this case CONTACTS. If you make 
typing errors, you can edit the name. Then press [_!]. 


2. Or, if you are unsure of the exact name, you can look it up in the 
directory, as follows: Press [1], then move the cursor that appears 
inside the window on the right side of your screen until it points to 
the appropriate name, then press [.J]. 


Later, if you keep several data bases, you can switch from one to 
another by using the same procedure you just used to get 


CONTACTS. 
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The Data Base Service Screen 


Now that you have selected the Data Base Service, your screen 
looks like this: 


o ef fine Search Command 
Q FA sEevteomen Commands 


title position 
product 


tity sta 
date / / tive : last appt / / 





The Data Base Service 
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CREATING AND 
EDITING RECORDS 


When you decide to add a new contact to your data base, you need 
to create a new record for that person. Then, you can edif the 
record any time you wish. For example, if your contact has a new 
address, you can update the record and Connection takes care of 
filing away the changes for you. 


In this section you will learn how to: 
m create records 

a edit records 

= undo editing changes 


Creating a New Record 


You can create new records in any order you wish. Let’s create a 
new record for Linda Smith and add it to the CONTACTS data base. 


Begin by pressing [F8], the key that corresponds to Data Base 
Commands. Select Create Record from the list of commands that 
appears in the dialog area. You then see a blank record in the work 
area of your screen. All you have to do is fill it in. You can fill in 
any areas you wish and leave the others blank. 


We'll begin by typing the person’s name. In this particular data 
base, we type the last name first, so that later we will be able to 
create alphabetical lists more easily. The cursor follows the word 
name, so just start typing: 


Smith Linda 


If you make a typing error, press the [backspace] key to erase the 
character to the left of the cursor. You may also press [—] or [—] to 
move the cursor to the error. Then type the correction. 


Next, press the tab key, [=]. The cursor jumps to the position 
following Title. Type Ms and the cursor moves to the next area. 
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You can type information anywhere. in the record, in any order. For 
example, move the cursor down, so that it follows note and type: 


Don’t forget to tell her about the Q-1000. 
Then move the cursor back up so that it follows state. Type MA. . 


Notice that the cursor then jumps to Zip. Whenever you fill one 
area, the cursor automatically moves to the next. 


Now your record should look like this: 


title Ms position 


produc . 
city state WA zip 
date / / tine : last appt / / code 





Creating a record 


Typing Upper and Lower Case Characters 


It is your choice whether you create records by typing all upper case 
characters, all lower case, or upper and lower case. For most 
records, however, you should probably use upper and lower case. 
The reason is this: when you merge a document with information 
from data base records, the information appears exactly as it does in 
the original record. For example, you might create a form letter to 
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send to all your customers. You use the Document Service to type 
the letter in upper and lower case characters. Then you ask the 
Data Base Service to extract the customer names from your data 
base and include one name in each letter. You probably want the 
names to be printed in upper and lower case, just like the rest of 
the letter. 


Connection Saves the New Record 


If you are done with Linda Smith’s record for now, you can go on to 


create another new record or do any other work. Connection 
automatically saves Linda Smith’s record for you in the data base. 


You never need to tell Connection explicitly to save a record. 


Editing Records 


Whenever a record appears on the screen — Linda Smith’s or any 
other — you can add to or change the information in it. To do this, 
you move the cursor to the part of the record you need to change, 
type the new information, and delete any unwanted information. 


If you need to edit a record that is not visible on the screen, first 
ask Connection to find it for you. There are several ways to find 
records, which we will discuss later in this chapter. For now, 


press [F2]. 
First, Unlock the Record to Allow Editing 


Roger Stevenson’s record appears in the work area. The cursor is at 
the top left corner — the home position. Later, you will see that 
when other records first appear on the screen, the cursor is also at 
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the home position. If you press a key, the cursor does not move and 
the character you type is not echoed on the screen. Try it. The 
record is locked to prevent accidental editing. 


To allow editing, you must unlock the record by pressing the tab 
key, [==]. (If you ever need to lock a record, press [Home]. Then, to 
unlock it, press [=].) 


The cursor moves to the beginning of Roger Stevenson’s name. 
Now you can edit the record. 


Moving the Cursor to the Section You Will Edit 


Editing a record is much like editing a document. You move the 
cursor to the appropriate position on the screen and type. You can 
press the cursor keys to move the curser in any direction. 


To make the cursor jump forward to the next part of the record, 
you can press either [2], or [End] [-]. To jump backward to the 
previous part of the record, press [End] [—].  * 


We are going to edit the city name. Move the cursor down two lines 
by pressing [1] [!]. If you go too far, press [t]. Then press [=] to 
jump to city. 


Deleting, Inserting, and Overstriking Characters 


The cursor follows city. We are going to change Bedford to 
Lexington. You can delete, insert, and overstrike characters in a 
record, just as you do when you edit a document. If you need a 
review of this, look back at the section on Editing Documents in 
the Document Service chapter. 


Try overstriking. Laok at the insert /overstrike indicator in the 
dialog area. If it says i for insert, press [Ins] to switch to overstrike. 
Now type Lexington. 
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Undoing Editing Changes 


Suppose you edit a record and then realize that you should not 
have made the changes. You might not remember all the original 
information, and even if you remembered it precisely, retyping it 
would be time-consuming. 


The easiest way to reconstruct the record you are currently editing 
is to use the Undo Changes command. Press [F3], the key that 
corresponds to this command. Now look at the record and notice 
that Lexington has been changed back to Bedford. 


Note that you can only undo changes to the. record that you are 
currently editing. You cannot edit one record, find a second record, 
and then return to the first and expect to use the Undo command. 
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DIALING THE TELEPHONE 


Whenever you have a record in the work area that includes a phone 
number, you can have Connection dial the phone for you. 


First make sure that your modem is set up properly. Press [F6], the 
key that corresponds to Dial Telephone. A prompt in the dialog 
area asks what type of call you need to make: 


What type of dialing do you want? 
Interoffice Local Regional Far Non-Bell 


Select one type of dialing, and Connection places the call for you. 


Before your first phone call, your copy of Connection should be 
customized for your particular interoffice and long distance calling. 
See the appendix on telephone dialing for details. 


If you select: the following digits will be dialed: 
Interoffice Last four digits 

Local Last seven digits 

Regional Last seven digits (meant to be used 


for dialing long distance within the 
same area code). 


Fer All digits 
Non-Bell All digits 
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UNDERSTANDING FIELDS 


Before you go on, you need to understand more about how the 
information in your records is organized. 


In this section you will learn about: 
w fields 

m labels 

wm data 

= comments 


Fields 


The illustration below shows one record that belongs to the CON- 
TACTS data base. The record contains many items of information: 


ana Base Commands”: 
FIEnvironnent Commands 


2) title Mp position President ! 
company Lincoln Books thie est bape ral pes A 
i ddvess 224 Lincoln Ave tate IL zip 686575 
iphone 312: 334-5694 date 11/21/83 ie i a last appt tae code a | 





Different data bases have different fields. The CONTACTS data base 
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the name, title, position, company, product, address, city, and so 
forth. Each item of information in a record is a field. Every record 
in the CONTACTS data base contains these same fields. 


Every data base has its own group of fields. The PATIENTS data 
base has a different group of fields than the CONTACTS data base, 
as shown below: 























4SSearch Commands griarrint Commands 
Mefined Search Command@Sdlata Base Commands 
Dial Telephone "Environment Commands 











er iSindex Commands ia 
jefined Index Command #2 
Br 3eindo Changes i 








last nane Stein first nawe Marla 
faddress 36 Bigelow Street 4 
pei ty Cambridge state Mi zip 82139 phone 617-661-8358 


lage 23 height S ft? inches weight 119 Ibs sex F health insurance {Y/NY 
last appointwent 88/85/84 consent Good Health 
next appointwent 68/11/84 






Rr 


_ The PATIENTS data base 
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Labels and Data 


Each field consists of a label and data. The /abel identifies the par- 
ticular field. The data is the actual information that you type into 
that field for a particular record. 


All records in a data base share the same labels. But each record has 
its own data. 


The maximum number of characters allowed for the data in a par- 
ticular field is the same for every record in the data base. For exam- 
ple, inthe CONTACTS data base, the name field has room for 31 
characters, the State field has room for two. Later, when you make 
your own customized data base, you will be able to decide on the 
maximum size of each field. 


Comments 


The most important elements of records are the labels and data. A 
less important element that records can have is a comment. A 
comment is a piece of information that is included in records 
simply to make them easier to read and understand when you look 
at them on your screen. In the CONTACTS data base, the word 
“CONTACTS” appears at the top of each record. It is a comment. 
Unlike data, it is stored on your disk only once for the entire data 
base, not once for each record. 
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USING INDEXES 
TO FIND RECORDS 


As we mentioned earlier, Connection files your records for you 
automatically as you create them. After you create ten, a hundred, 
or perhaps a thousand, how do you find a particular record in order 
to edit it or extract information from it? Connection has 
commands that help you find a particular record, flip through your 
data base sequentially, and find groups of records. These commands 
‘fall into two categories: 


m The Index Commands use indexes to find records alphabetically 
or in numerical order. 


m The Search Commands find all the records in which the 
information in one of more fields matches a description you have 
provided (for example, all the records where Chicago appears in 
the city field). 


For some tasks, the index method is more helpful and faster. For 
other tasks, the search method is better because it is more powerful 
and flexible. This section explains. how and when to use the index 
commands. The next section explains how and when to use the 
search commands. 


How an Index Works 


Each time you create a record, Connection adds the record to the 
data base. Connection also adds information from the record into 
an alphabetical index — or indexes. 


Data base indexes are similar to the card catalogs in a library. One 
catalog lists all the book titles alphabetically. Another lists all the 
book authors alphabetically. And another lists all the subjects 
alphabetically. 


Indexes serve two purposes. They help you find records in 
numerical or alphab: ‘ical order and help you sort personalized 
mailings, phone lists, and other reports you create by merging a . 
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document with information from records. We will discuss the 
second purpose in the “merger” section of this chapter. 


A data base can have up to five indexes. For example, the 
CONTACTS data base has a name index, a company index, anda 
Zip index. Indexes are kept behind the scenes; they’re not 
something that you can see. 


Selecting an Index 


For this exercise, we're going to use the CONTACTS data base and 
its company index. To use this index, press [F1], the key that 
corresponds to the Index Commands. This list of commands 
appears in the dialog area: 


Get-Record Next Previous Select-Index Define-Function-Key Make-Index 


Choose the Select Index command. Then a prompt appears, with a 
list of indexes to choose from: 


Select active index: name company zip 


Select company from the list of index fields in the dialog area. The 
active index will remain Company until you use the command 
Select Index again. 


Using the Index to Find a Record 


Suppose you need to find the Corner Bookstore’s record because 
you’re going to call them on the telephone. First you need to find 
the record. 


Press [F1], then select Get Record from the list of commands. This 
prompt appears in the dialog area: 


Company value: 
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Type Corner Bookstore, then press [_!]. It doesn’t matter whether 
you use upper or lower case letters when you type the name. 
Connection will find it either way. Corner Bookstore’s record now 
appears in the work area of the screen. 


If you know exactly which record you want, this is the fastest way 
to find it and bring it to the screen. 


Entering Part of the Name 


Suppose you want to find the record for another bookstore. You’re 
not sure of the exact name or how to spell it, but it’s something 
like Papyrus, Inc. Begin by pressing [F1], then select Get Record. 
You are prompted to enter the 


Company value: 


In reply to the prompt, you can type the first part of a word rather 
than the whole word. Even if you know how to spell the full name, 
you can save keystrokes by typing just part of it. So type the first 
few letters of the company: Pa. Then press [.!]. 


Connection looks for the first company in the data base that 
begins with Pa. Connection’ sounds a beep to let you know that 
the record it finds doesn’t exactly match the letters you typed — Pa 
— but would follow Pa in an alphabetical listing of all your 
company names. 


In this case, it finds the record for Paperback Bookstore. That's 
not the store you’re looking for, but it’s close. 


Finding the Next Record 


Here is how you can ask Connection to look for the record that 
comes right after Paperback Bookstore alphabetically. Press [F1], 
then select Next. Connection looks for the next record. It finds 
the record for Paperback Celler. Closer, but still not the right one! 
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A Short Cut 


Again, you want to look for the record that comes next 
alphabetically in this index. Try this: Press [F1] again. This time, 
select Define Function Key. This prompt appears: 


Select function key action: 
Get-Record Next Previous 


Select Next. Now press [F2], the key that corresponds to Defined 
Function Key. Connection gets the next record and displays it in 
the work area. It’s the record for Papyrus, Inc.! 


You have just defined the function key [F2] to get the Next record. 
From now on, you can press [F2] (instead of [F1], select Next) 
every time you want Connection to get the next record. This is a 
short-cut, to save you keystrokes. 


Try pressing [F2] several times more. Each time you do, the next 
record appears on the screen. 


This gives you a convenient way to review all the records in a data 
base. Since you may not remember which record in the data base 
comes first alphabetically, press [F1], select Get Record, and then 
simply type A in response to the prompt Name value. This gives 
you the first record. You can quickly flip through the rest of the 
records by pressing [F2]. 


If you discover that you use the Get Record command more often 
than the Next command, you can use the procedure above to re- 
define [F2] to Get Record instead of getting the Next record. 


Finding the Previous Record 


There is also a command called Previous, which finds the record 
that alphabetically precedes the one on the screen. It lets you flip 
through your records backwards. To use this command you would 
press [F1] , and then select Previous. Or, you could define [F2] to 
find the previous record. 
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The PgUp and PgDn Keys 


If your particular brand of computer makes use of these keys, you 
may use the [PgUp] key to display the previous record and the 
[PgDn] key to display the next record. 


A Note About Duplicates 


In some cases you will probably have two or more records that share 
some of the same information. For example, you might have two 
different records for Papyrus, Inc., one for the person who places 
orders with your company, and another for the person who pays 
their bills. In this case, if you use the command Get Record to find 
Papyrus, Inc., Connection would find the first record you created 
for that company. You would have to select Next to find the second 
record. 


Selecting and Using Another Index 


If you need to look up records by people’s names instead of 
companies, you can switch from the Company index to the name 
index. Use this procedure: press [F1], then choose Select Index. 
From the list of indexes, select name. 


Try pressing [F2] several times to flip through your records, 
alphabetically by the people’s names. You will notice that the order 
in which the records appear differs markedly from what you saw 
when you flipped through the same records alphabetically by 
company. 
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Making New Indexes 


Name, company, and zip are commonly-used indexes. That is why 
we included them in the CONTACTS data base. However, you can 
create more indexes for your data base — up to five. You might find 
it useful to index your records according to the field date. (The 
numbers work out correctly if your date field begins with the year, 
then the month, and then the day.) Once you create such an index, 
you'll be able to flip through your data base in order of the 
apppointments you have with your contacts. 


Besides being used to find records, indexes are used for sorting 
records, such as those included in a mailing or phone list. We plan 
to use the Zip index for that purpose, as you will see later in this 
chapter. 


Try creating the new indexes. Press [F1], then select Make Index. 


When Connection makes a new index, it erases all the old indexes 
first. It then creates all new indexes. This can be time-consuming if 
you have.a very large data base and is one reason it is important to 
think through how you are likely to use your data base when you 
first create the fields and indexes. Therefore, Connection asks you 
to confirm that you really want to make all new indexes. It prompts 
you: 


Are you sure? Type Y or N. 

This time you’re sure, so type Y. Next it asks you: 

How many indexes should be created? 

Remember, you need to create all your indexes now. So select 4 
from the list of choices (one for name, one for company, one for 
date, and one for Zip). 


Next, this prompt appears in the dialog area: 
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Enter field name for index-1: 


In reply, type name, and then press [.]. Then, in reply to the 
prompt for index-2, enter company. For index-3, enter date, and for 
index-4, enter zip. (The index order doesn’t matter; you could have 
entered date as index-1, etc.) 


Connection keeps you informed of its progress by showing the 
number of each record as it is indexed. For example, if you have 
250 records, you see in the dialog area the number 1, then 2, then 
3, up to 250. 


Later, when you create new records, they will be automatically 
added to the indexes. 


To check that the new index has been created, press [F1], choose 
Select Index from the list of Index Commands. Then choose Date. 


When to Use the Index Commands 


The Index Commands — Get Record, Next, and Previous — find 
records for you quickly. All Connection has to do is look through 
an index, which points to the appropriate record. It performs this 
task fast. 


You should use the Index Commands: 


= for finding a particular record when you know the data —or at 
least the first part of the data — that is. stored in one of its index 
fields. For example, you might know the company name or the 
person’s name. 


« for looking through your records sequentially. For example, you 
might look at records alphabetically by company name, or 
sequentially according to a date. z 
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USING SEARCH CRITERIA 
TO FIND RECORDS 


In the previous section you learned how to use indexes to find 
records. In this section we will discuss how to use search criteria to 
find records and groups of records. 


When to Use the Search Commands 


The Search Commands are more powerful and flexible than the 
Index Commands. But they can be more time-consuming if you 
have a large data base. 


You should use the Search Commands: 


u for finding all the records in a data base that meet your criteria. 
For example, a doctor might ask Connection to search through 
a patient data base to find the records of all patients who have 
not had a check-up during the past year. The doctor might then 
use another command (Batch Merge) to send them all a letter 
reminding them to make an appointment. To find out how many 
letters will be sent, the doctor can use the Count command. 


= for finding a record — or records — that meet several criteria. 
For example, a florist might want to find all its suppliers of roses 
within the city of Denver who will deliver after 6:00 pm. The 
florist can perform one search to find the suppliers who meet all 
three criteria, and then call one of them on the phone. 


= for finding a record when the information you have corresponds 
to an unindexed field. For example, the florist might need to find 
a supplier in Tucson, but city is not an indexed field. Rather 
than wasting time flipping through the company index looking 
for any supplier with a Tucson address, you can ask the Data 
Base Service to perform the task for you. 


For the following examples, we will continue to use the 
CONTACTS data base. If you aren’t using it now, get it by pressing 
[F8] and selecting Get Database. 
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Entering Search Criteria 


Suppose you need to count the number of your contacts in Idaho. 
Before you count, you must tell Connection which group of 
records to search for: all contacts in Idaho. Likewise, if a doctor 
needs to send letters to all patients who haven’t had a check-up in 
the past year, the doctor would first tell Connection which group 
of patients to search for: those who haven’t had a check-up in the 
past year. 


The rule of thumb is: any time you want to look at, count, or merge 


a group of records, you must first describe the group of records to 
Connection. This description is called the search criteria. 


When you enter the search criteria, you must use words and 
symbols that Connection understands. Before we discuss the 
general rules you should follow when you enter search criteria, let’s 
try entering some. 


Let’s search for all the customers in the CONTACTS data base who 
are located in Chicago. Later, you will be able to count these 
records, retrieve them and look at them on the screen, and send 
them letters. 


Begin by pressing [F4], the key that corresponds to Search 
Commands. The dialog area displays this message: 


Select a search command: 
Enter-Criteria Start-search Forward Backward Count Define-Function-Key 


Select the command Enter Criteria. Now this prompt appears: 
Enter your search criteria: 
Type CITY = CHICAGO. 


It doesn’t matter whether you include a space after CITY or after 
the = sign. 


It also doesn’t matter whether you use upper or lower case letters. 
Whether or not you press the [Shift] or [Caps Lock] keys, your 
search criteria appears on the screen all in upper case letters. 
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Connection will find your field names and data, regardless of 
whether they were originally typed in upper or lower case letters. 


If you make a mistake when you type the search criteria, correct it 
by using the [backspace], [Del], or cursor keys. You can use 
either insert or overstrike mode to type. When the search criteria is 
typed correctly, press [1]. 


The dialog area of your screen now looks like this: 


DAS setae enr Re dors 9 zocne MeCRer int Commands 2.0 8 
lex: Command, § CommandsraNData Sase Commands™:.* & 


ae Environment Commands 


title position 
: product : 
zip 


city state 
tine : last appt / / = code 





Dialog area shows search criteria 


Connection will keep track of all the records it finds whose city 
field contains Chicago. Connection will not start bringing 
these records to the screen until you tell it to, by pressing [F4] 
again and selecting Start Search from the list of Search Com- 
mands in the dialog area. This extra step actually saves you time 
when you do not want to look at every record located by a search. 
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What Search Criteria Consist Of 


You just asked Connection to search for all the records in the 
CONTACTS data base whose city field contains Chicago. Suppose 
you need to find all the records of companies you do business with 
in Atlanta, or those who haven’t made a purchase from you in six 
months, or those with whom you have appointments next week, or 
any of the innumerable conditions you might ask Connection to 
search for. The searches you ask Connection to perform will 
depend on your own requirements and the information you have 
stored in your own data base. The possibilities are endless; we can’t 
spell out every search criterion here. Instead, we will describe the 
basic rules for writing search criteria, and give you some more 
examples so that you can make up your own. 


Each search criterion consists of three parts: a label, a relational 
symbol, and a value. In the criterion CITY = CHICAGO, the label is 
CITY, the relational symbol is =, and the value is CHICAGO. 


CITY = CHICAGO 


label relational value 
symbol 


Labels 


You have already learned that a /abel identifies one field. Every data 
base has its own list of labels that you can use when you enter 
search criteria. These are the labels that belong to the CONTACTS 
data base: 


name phone 
title date 
position time 
company last appt. 
product code 
address notes 
city 

state 

zip 
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Value 


You have already learned that the word data refers to the informa- 
tion contained in a field of a record. The value part of a search cri- 
terion corresponds to the data in a record. When you enter a value, 
you can include any characters or numbers that you wish. Keep in 
mind that the value you enter should make sense for the particular 
data base you are using. For example, it makes sense to enter 
STATE =IL, but it doesn’t make sense to enter STATE = 60657. 


Relational Symbols 


A relational symbol tells Connection how to test the data in each 
record. Whenever you enter search criteria you are asking Connec- 
tion to do this for you: 


“Look at the first record in the data base. Find the field whose label 
I entered. Perform a test on the data in that field. If it passes the 
test, select the record. If it fails the test, ignore the record. Do the 
same for every record in my data base.” 


There are seven types of tests you can ask Connection to perform. 
Each type of test corresponds to one relational symbol, as the fol- 
lowing table explains. 
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The Seven Relational Symbols 


Relational Type of Test 
Symbol 


= Is the data in the record’s field exactly equal 
to (exactly the same as) the value in the 
search criteria? 


~ Does the data in the record’s field include 
the value in the search 
criteria? 


<> Is the data in the record’s field not equal to 
(anything except) the value in the search 
criteria? 


> Is the data in the record’s field numerically 
greater than the value in the search criteria 
or does it come after the value in the search 
criteria alphabetically? 


< Is the data in the record’s field numerically 
less than the value in the search criteria or 
does it come before the value in the search 
criteria alphabetically? 


>= Is the data in the record’s field greater than 
or equal to the value in the search criteria? 


<= Is the data in the record’s field less than or 
equal to the value in the search criteria? 


To give you an idea of how you might use the relational symbols, 
let’s take a look at six of the records in the CONTACTS-data base. 
The illustration below shows the records, and the following table 
lists some sample search criteria and explains the test each one 
performs. For each search, the table lists which records in the 
CONTACTS data base pass the test. 
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COMPANY PRODUCT CITY = STATE 


Bradford Books Hardcover Books Burlington 
Corner Bookstore back Books Nashua mt 
Lincoln Books Pape Chicago IL 
News Now Newspapers Nashua tH 
fapams Ine. B Boston * 
Read & Read Co. Manchester NH 


1?) 
oO 
oO 
Oo 
ie) 
ce) 
oO 
oO 
1@) 
.e) 
[o) 
O 
°o 
1@) 


OCOVON0DNDODOCNOO000 000 





Sample records in the CONTACTS data base 
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Relational Symbol Examples 
Using the CONTACTS Data Base 


If You Enter This 
Search Criteria: 


PRODUCT = RARE BOOKS 


PRODUCT ~ BOOKS 


STATE <> NH 


ZIP > 03060 


ZIP >= 3060 


NAME < NEWS NOW 


NAME <=NEWS NOW 


Connection Looks 
at Each Record and 
Performs This Test: 


Is the product - 
rare books? 


Does the data in the 
product field 
contain the word 
books? 


Is the State anything 
except NH? 


Is the Zip greater 
than 03060? 


Is the Zip greater 
than or equal to 
03060? 


Does the name come 
before News Now, 
alphabetically? 


Does the name come 


before News Now, or 


is it equal to News 
Now? 


These Records 
Pass the Test: 


Papyrus, Inc. 


Bradford Books 
Corner Bookstore 
Lincoln Books 
Papyrus, Inc. 


Bradford Books 
Lincoln Books 
Papyrus, Inc. 


Lincoln Books 
News Now 


Corner Bookstore 
Lincoln Books 
News Now 


Bradford Books 
Corner Bookstore 
Lincoln Books 


Bradford Books 
Corner Bookstore 
Lincoln Books 
News Now 


Any time a search fails to locate all the records you expected, you 
should look extra carefully at the relational symbols you used. For 
example, if you searched for NAME = SMITH in the CONTACTS 
data base, Connection would tell you it Can’t find another 
record! But if you charige the = to ~ it would quickly locate the 
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record you entered for “Smiith Linda”. You will find you need to be 
particularly careful when using = because “exactly equal to” means 
exactly that. You will also find that you can avoid a lot of problems 
by being absolutely consistent. Don’t use abbreviations on some 
records and not on others. 


Multiple Search Criteria 


Until now, we have focused on how to write simple search criteria. 
When you entered the criteria CITY = CHICAGO, you asked Connec- 
tion to perform one test: select all the records of contacts in 


Chicago. 


Now we will discuss how to ask Connection to perform two, three, 
or more tests. For example, let’s ask Connection to select all the 
records in the CONTACTS data base of magazine dealers in 
Chicago. 


Press [F4], then select Enter Criteria. The prompt and your old 
search criteria appear in the dialog area: 


Enter search criteria: 
CITY = CHICAGO 


Add to the old search criteria by typing: 

AND PRODUCT ~ MAGAZINES 

End by pressing [J]. Now the dialog area should look like this: 
CITY = CHICAGO AND PRODUCT ~ MAGAZINES 


You can enter as many criteria as you want at once, as long as the 
total number of characters and spaces you type is not more than 80 
— one line of the dialog area on our screen. The separate tests 
must be linked together either by the word AND or OR. As we will 
explain below, these words are used very much the way you use 
them in everyday speech. 
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_ Here are several more examples of how you might use multiple 


search criteria with the CONTACTS data base: 


ws To search for the records of all contacts in Chicago or Denver, 
you would enter: 


CITY = CHICAGO OR CITY = DENVER 


aw To select the records of all the paperback book dealers in Chicago 
whose company name is in the last half of the alphabet, you 
would enter: 


CITY = CHICAGO AND PRODUCT ~ PAPERBACK AND NAME >L 


The following sections describe in more detail how to use “and” 
and “or’ in search criteria. 


“AND” 


When you type the word AND between two search criteria, you are 
telling Connection to select all records that pass both tests. For 
example, when you entered CITY = CHICAGO AND PRODUCT ~ 
PAPERBACK, you asked Connection to do this for you: 


“Look at the first record in the data base. Find the city field. If the 
city is Chicago, the record passes the first test. If so, find the prod- 
uct field. If it contains the word paperback, the record passes the 
second test. If the record passes both tests, select the record. If it 
doesn’t pass both tests, ignore the record. Do the same for every 
record in the data base.” 


“OR” 


When you type the word “or’ between two search criteria, you are 
telling Connection to select all records that pass either the first 
test or the second test. For example, if you enter CITY = CHICAGO 
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ee 
OR PRODUCT ~ PAPERBACK, you ask Connection to do this for 


you: 


“Look at the first record in the data base. Find the city field. If the 
city is Chicago, the record passes one test. Passing one test is 
enough, so select the record and go on to the second record. If the 
city is not Chicago, check the product field. If it contains the word 
paperback, the record passes the second test. Passing the second 
test is enough, so select the record. If a record doesn’t pass either 
test, ignore it. Do the same for every record in the data base.” 


You should avoid using the words “and” and “or” as part of the 
value in your search criteria. For example, if a store sells books and 
magazines, you are better off entering it on the record as books 
[space] magazines and searching for it that way. If you ask 
Connection to search for BOOKS AND MAGAZINES, it will think 
you haven’t finished instructing it what to look for in a 
non-existent field called magazines and will respond with Search 
Criteria Error. Try again. 


Grouping Multiple Search Criteria 


Search criteria that check several fields are obviously more compli- 
cated than search criteria that check one field. You can go a step 
further if you need to write even more complex search criteria: you 
can use parentheses to instruct Connection to perform certain 
tests together, before other tests. Here is an example: 


DATE > 85/02/17 OR (DATE > 84/11/30 AND DATE < 84/12/10) 


The criteria inside the parentheses are checked first. You can even 
use several sets of parentheses inside each other to give further 
instructions concerning your priorities. 


The following table illustrates how you might use parentheses to 
group criteria, using the same six records of the CONTACTS data 
base that we used earlier. 
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Examples of Grouping Search Criteria 





If You Enter This These Records 
Search Criteria: Are Selected 
PRODUCT ~ BOOKS AND Bradford Books 
(STATE = MA Corner Bookstore 
OR STATE = NH) Papyrus, Inc. 
(PRODUCT ~ BOOKS Bradford Books 
AND STATE = MA) Corner Bookstore 
OR STATE = NH News Now 
: Papyrus, Inc. 


Read & Read Co. 


PRODUCT ~ NEWSPAPERS OR Bradford Books 
(PRODUCT ~ BOOKS AND Corner Bookstore 
(STATE = MA OR News Now 
STATE = NH)) . Papyrus, Inc. 


Proper placement of parentheses is important, as the first two 
examples illustrate. Just by moving the parentheses, your request to 
Connection has been changed from “find all my bookstore con- 
tacts in Massachusetts and New Hampshire” to “find all my con- 
tacts in the state of New Hampshire, no matter what business 
they’re in, and all the bookstores in Massachusetts.” 
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A Summary: Rules for Writing Search Criteria 
You should follow these rules whenever you enter search criteria: 
1. Include a label, then a relational symbol, then a value. 


a. Spell the label exactly as it is spelled in your data base, 
including any spaces. 


b. Choose from among these seven relational symbols: = (equal 
to), ~ (contained in), <> (not equal to), > (greater than), 
< (less than), >= (greater than or equal to), <= (less than 
or equal to). 


c. Use any number, characters, word; or phrase for the value. It 
can include spaces. 


2. Search criteria can consist of one search criterion or more. 
a. Connect multiple search criteria with “and” or “or.” 


b. Use parentheses if you need to indicate which criteria 
should be tested together. Group the criteria starting with 
( and ending with ). 


3. Search criteria can consist of up to 80 characters and spaces. 
This is one line of the dialog area on your screen. 


4, It doesn’t matter whether you type upper case or lower case let- 
ters, or whether you include spaces between the label, relational 
symbol, and value. 


5. You do need to include spaces before and after the connectors 
AND or OR. You should also avoid using these words as part of 
the value in your search criteria. 


If you violate one of the rules, Connection displays a message 
warning you that you’ve made an error. Try again. 


Putting Search Criteria to Work 


Now that you know all about search criteria, let’s put your know!- 
edge to work. Search criteria are not an end in themselves. They lay 
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the groundwork for the tasks you need to carry out — looking at or 
counting the records. that meet your criteria, or merging them with 
a document to create personalized form letters, lists, or other 
reports. 


Using Search Criteria to Look at Records 


Your search criteria should still appear in the dialog area of the 
screen, like this: 


CITY = CHICAGO AND PRODUCT ~ MAGAZINES 


To start looking at the records that meet these criteria, press [F4], 
the key that corresponds to the Search Commands. This list of 
commands appears in the dialog area: 


Enter-Criteria Start-Search Forward Backward Count Define-Function-Key 


Select Start Search. A record that meets your criteria appears in the 
work area. 


Searching Forward and Backward 


To look at another record that meets your criteria, press [F4] again. 
This time select Forward from the list of commands. Notice that the 
records are not in a particular order, as they were when you used an 
index to find records. 


If you want to return to a record you have already looked at, press 
{F4] and then select Backward. 


You can continue searching backward or forward. You can alternate 
between the two, or you can start the search at the beginning 
again. Connection notifies you if you have searched forward all 
the way to the last record that meets your criteria, or if you have 
gone all the way backward to the first record. In either case, you 
will see the message: Can’t find another record. 
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Another Short Cut 


The Search Commands include a short cut, similar to the short 
cut you learned for the Index Commands. You can use [F5] to 
carry out the search command you use most often. 


The [F5] key has been pre-defined for you to search Forward. Try 
pressing [F5] a few times and you'll see how it works. 


If you want to change the action of [F5], press [F4], then select 
Define Function Key. This prompt appears: 


Select function key action: 
Start-Search Forward Backward 


Suppose you select Backward. From then on, each time you press 
[F5], you would be searching backward. 


A Reminder About Editing Records 


You can edit any record that appears in the work area of your 
screen. It doesn’t matter whether you found the record by using 
search criteria or an index. If you edit the record that appears on 
your screen now, the changes will be saved automatically as soon as 
‘you go on to another record. 


Counting the Records that Meet Your Criteria 


In many situations you will want to be able to count the number of 
records that meet certain search criteria. The hard way to do this 
would be to look at each record and count them as you go. This is 
slow and impractical, especially when you have a large data base. - 
The quick way to find the total is to ask the Connection to count 
the records for you. 


Counting Magazine Dealers in Chicago 


Suppose that you are making a sales trip to Chicago and you want 
to find out how many magazine dealers in that city you have in the 
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CONTACTS data base. You would use the search criteria that still 


appear in the dialog area: CITY = CHICAGO AND PRODUCT ~ 
MAGAZINES 


Press [F4], Search Commands, again. Then select Count from the 
list of commands. 


A message appears in the dialog area that reads: 


Starting Count... 


Look at the count indicator in the right-most part of the dialog area 
and you can watch the counting in progress. 


Connection ‘looks at each record, and each time it finds one that 
meets your criteria, it increases the total by one. The number 
changes from +0 to +1 to +2, and so forth, until it reads =5. When 
you hear two beeps and see the equal sign (=), you know the count- 


ing is done. There are five records in the CONTACTS data base that 
meet your criteria. 
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Counting Contacts in Chicago 


Suppose you want to find out how many contacts you have in Chi- 
cago — not just magazine dealers, but all your contacts there. 


First adjust the search criteria: press [F4], Search Criteria, 

then select Enter Criteria. Press the [backspace] key until you erase 
AND PRODUCT ~ MAGAZINES, leaving only CITY = CHICAGO. 
Press [._!] to enter this as your search criteria. Now the dialog area 
should look like this: 


DATA.BASE: CONTACTS 
CITY = CHICAGO 


You’re ready to count again. Press [F4], select Count, and look at 
the count indicator for the total. 


Counting All the Records in the Data Base 


If you want to find the total number of records in your entire data 
base, use this procedure: 


1. Erase the search criteria: press [F4], select Enter Criteria, press 
[backspace] until you erase all the characters, then press [_!]. 


2. Count: press [F4], select Count, then look at the count indicator 
for the total. Since you have not specified any criteria to narrow the 
search, Connection will find that every record matches what you 
are looking for and will provide a count of all the records in the 
data base. That is exactly what you wanted. 


5-38 The Data Base Service 











MAILINGS, MERGES 
AND MORE 


We’ve mentioned the fact that you can use Connection to send 
personalized form letters and create address and phone lists. You 
can also generate real estate listings, customize standard contracts, 
or develop a table of sports statistics. The final products are all 
called “reports” and all involve extracting information from your 
data base and merging it with a template document. A template 
document is a special type of document in which you have left 
blank spaces and instructions for how to fill them with information 
from a data base. 


In this section we will discuss how to 

= merge a group of records with a template document 

m merge one record with a template document 

m use the Document Service to write template documents 


Merging a Document With Records that Meet Your 
Criteria: Personalized Form Letters 


Suppose you need to send personalized letters to all the magazine 
dealers you’d like to meet during your sales trip to Chicago. The 
letters will all look basically the same, except each will have a dif- 
ferent name and address. You know that this information is 
included in each record in your CONTACTS data base. Connec- 
tion allows you to write a form letter and simply specify the labels 
of the fields where the necessary information appears. The Data 
Base Service will fill in the blanks. To see how it works, we will first 
try a sample document and then go through the procedure step by 
step. : 


Make sure your printer is set up for printing, and then follow the 
steps below. If you can’t set up your printer right now, you can still 
_ follow the steps to learn the procedure, but you won’t see the 
printed result when you’re done. 
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1. Select the index that you want Connection to use when it sorts 
and prints your letters. We will use the Zip index. (For now, this is 
not an important step and you don’t really have to perform it, 
because we know there are only five magazine dealers in Chicago, 
and this is so few that it’s not really necessary to sort the letters in 
any particular order. However, if you were printing tens or hundreds 
of letters you probably would want to print them in zip code order.) 
To select the index, press [F1], choose the command Select Index, 
then choose Zip from the list of indexes. 


2. Enter the search criteria: Press [F4], Search Commands, tnen 
select Enter Criteria, and then enter: 


CITY = CHICAGO AND PRODUCT ~ MAGAZINES [._!] 


3. Ask Connection to perform the merge: 


a. Press [F7], the key that corresponds to Print Commands. You 
plan to merge a group — or “batch” of records with your 
document, so select Batch Merge. 


b. A prompt in the dialog area asks you to: 
Enter Name of Template Document: 


We’ve already created the template document (the form letter) for 
you. So just enter its name: CHI-TRIP {_1]. 
The dialog area says Working and the printing begins. 


The illustration below shows one of the records, the form letter and 
the resulting personalized letter you just created. 
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A record in the CONTACTS data base 
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I plan to be in Chicago next week. 1 would like to neet with yau at 
your convenience to discuss the new services that we can now offer 
gu 1 will call you Jater this week to'set up an appointment.4 
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‘ Sincerely, 
; style 








June 18th, 1984 


Fred McFarlane 

Books and More 

42 North Michigan Avenue 
Chicago, IL 69864 

Dear Mr. McFarlane, 


I plan to be in Chicago next week. I would like to meet with you at 
your convenience to discuss the new services that we can now offer 
you, I will call you later this week to set up an appointment. 


Sincerely, 


Gerard F. Bentle 
Viee President, anketing 





O0000000000000 





OO00000000O 0000 


The resulting personalized letter 
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How a Merge Works 


Notice in the last illustration that the template document CHI-TRIP 
includes several labels starting with a quote mark and enclosed in 
angle brackets: <’title>, <’name.1>, and so forth. Each time 
Connection sees one of these labels, it finds the data in the cor- 
responding field of the record it is working on and inserts that data 
into the personalized letter. When it finishes with one letter, it 
starts merging the next record with a new letter and prints it on a 
new page. 


Later in this section we will discuss in more detail how to write 
template documents and exactly how to include the labels. 


The words <.Date Today> do not refer to a label. Rather, this is a 
formatting command. When Connection sees this command, it 
prints the current date in the letter. This formatting command and 
others can be included in any document, and are discussed in the 
chapter on Advanced Formatting Commands. 


Notes About Printing 


In the Document Service chapter we mentioned that you can send a 
maximum of eight documents to the printer. A Batch Merge is 
counted as one document. So don’t worry that you might exceed 
the limit by performing a batch merge that extracts information 
from more than eight records. 


While your letters are printing, the background print indicator in 
the dialog area reads: Busy. . .. You cannot use the Data Base 
Service to perform other tasks while. you see the Busy sign. If you 
switch to another service, the printing stops, and then resumes 
again when you switch back to the Data Base Service. 


When the printing is complete, Connection sounds two beeps and“ 
the BusSy-status returns to Ready. 
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Halting the Printer 


What if you start a merge that involves printing a hundred letters 
and you discover that the printer is not aligned properly? Or what if 
you entered the wrong search criteria and you want to start over? 


You can stop a merge in mid-stream whenever you need to, by 
simply pressing [Esc]. 


Making a Phone List: Another Batch Merge 


You can merge information from your data base with many types of 
documents besides letters. For example, suppose you want to create 
a telephone list of all the magazine dealers in Chicago. 


You would create the list just as you created the personalized let- 
ters, except that you enter the name of a different template docu- 
ment. Let’s try it. 


First let’s select the company index: press [F1], for Index Com- 
mands, choose Select Index, and then choose company. This 
instructs Connection to sort the phone list in alphabetical order 
by company name. 


The template document is already created. It’s called LIST. 
The dialog area shows that your search criteria is still: 
CITY = CHICAGO AND PRODUCT ~ MAGAZINES 
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Press [F7], Print Commands, then select Batch Merge. Connec- 
tion then prompts: 


Enter name of template document: CHI-TRIP 


Notice that Connection remembers and re-displays the name of 
the last template document that you used. If you wanted to use the 
same document again, you would simply press [__]]. But in this 
case, you need a different document. So erase the old name and 


enter: LIST [._|]. 


The phone list begins to print. The illustration on page 5-46 shows 
the template document, and the resulting list you just created. 


- As in the previous exercise, the template document includes labels 
— enclosed in quotation marks and angle brackets — which Con- 
nection replaces with data from each record. In addition, the tem- 
plate document has several other instructions enclosed in angle 
brackets. These are formatting commands, which instruct Connec- 
tion how to lay out the document on the page. For example, the 
command <.Footer Text> is included once in the template docu- 
ment, and specifies a line of text that will appear at the bottom of 
every printed page, regardless of how many pages the printed list 
turns out to be. Formatting commands can be included in any docu- 
ment. For more information on them, see the chapter on Advanced 
Formatting Commands. 


The formatting commands <.Begin Repeat> and <.End Repeat> 
are specifically for use in template documents. The information in a 
template document that begins with <.Begin Repeat> and ends 
with <.End Repeat> will be repeated for every record in the data 
base that meets the search criteria. The information that comes 
before <.Begin Repeat> , such as the column headings, will not 
be repeated for every record; nor will the phrase End of List, that 
comes after the command <.End Repeat> . 


In this particular list, the information for each record will be 
printed on two lines because a line ending is included after 
<.Phone>. The company and phone number will be printed on the 
first line and the name and address on the second line. The extra 
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line before <.End Repeat> specifies that there will be a blank line 
between the information for each record.on the list. 


The template document LIST uses the Document Service’s default 
margins (left margin at column 6, right margin at column 75) anda 
tab stop at column 40. 


The use of <.Name.1> and <.Name.2>, along with more informa- 
tion on how to write template documents, is described later in this 
section. 


If you want to create a template document that fits more informa- 
tion on one line than LIST does, you can use narrower margins 
along with compressed type, if your printer allows it, to fit 132 
characters on a line. See the chapter on Advanced Formatting 
Commands for a description of the commands <.Left Margin>, 
<.Right Margin>, and <.Compressed Type>. Note that you 
cannot set tabs beyond column 80. 


Printing Mailing Labels with Connection 


Printing mailing labels with data that you have entered into the 
Date Base Service is very easy. 


In the Document Service, create a template document. The 
example below shows a typical template document: 


<'First Name.*> <’Last Name> 
< Company > 
< Address > 
< ’Address2- > 
<'City.*>, <’State.*> <’Zip> 


Note that the “*” signifies that trailing blanks should be stripped 
off the field. For example, if the City field was defined to be 20 
characters long then “Boston” would print out with 14 blank 
spaces after it if the “*” were not included in the template 
document. 


The “” after Address2 means that the Address2 line will not 
print out if there is no data in the field. 
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The template document 








2OMACAZINE DEALERS IN CHICAGO HEE 


O fe) 
O COMPANY & CONTACT PHONE & ADDRESS O 
oO Books and More 312-661-8358 oO 
O McFarlane, Fred 12 North Michigan Avenue O 
Cambridge Books Inc. 312-456-8989 oO 
Oo Moynihan, John 23 Oxford Road O 
Oo Campus Book Store 312-345-1123 oO 
oO Wolpert, Linda 36 Rawson Road O 
O London Books 312-555-7543 ‘) 
oO Englander, Peter 164 Sth Avenue 
Oo The Library 312-454-3343 o 
Oo Epstein, “fomnie 1 Congress Street O 
O oO 
O end of list oO 
Oo oO 





Contact List 


The resulting report 
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Set the template document top margin and bottom margin to 0. 
Set the page depth to the number of lines from the top of a label to 
the top of the next label. 


You can write any messages that you want on your template 
document. 


To print out the labels use the [F7] Batch Merge command from 
the Data Base Service. 


Re-using a Template Document 


The document LIST is a general-purpose phone list. If you you 
make one editing change in the template document — change the 
title from Magazine Dealers in Chicago — you can re-use it fora 
different group of records. For example, try changing the title to 
New Hampshire Contacts, and change your search criteria to 
STATE=NH. Then give the Batch Merge command, using LIST as 
the template document. 


Merging All Your Records 


The preceding examples describe how to merge a template docu- 
ment with the records that meet your search criteria. If you want to 
include all your data base records, erase the search criteria and then 
give the Batch Merge command. 


Merging a Document With One Record 


So far we have discussed how to merge a document with a batch of 
records. Your search criteria determines exactly which records are 
included in the batch. 


However, sometimes you will need to merge just one record with a 
document. For example, you might create a document called 
COVER. It is a cover letter that you mail with a brochure every time 
someone inquires about your product. The brochures are already, 
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printed, but you want to personalize the cover letter with the 
inquirer’s name and address. Here is how you would prepare the 
letter: 


1. Find the inquirer’s name in your data base, using either the 
Index or Search Commands. The Index Commands are proba- 
bly more suitable in this situation. (Or, if it is a new contact, 
create a new record.) 


2. After the record appears on the screen, press [F7], Print 
Commands. This time select Single Merge instead of Batch 
Merge. 


3. Connection prompts for the name of the template letter. 
Respond by entering COVER [1] — assuming you already 
created COVER. Then the personalized letter prints on your 
printer. 


Printing a Template Document from the Screen 


The Single Merge command, like the Document Service’s Print 
command, allows you te print a document either from your disk, 
where it is stored, or from the screen, where you are working on it. 


In all the preceding examples in this chapter, you asked Connec- 
tion to look on the disk for the template document. Following is 
an example of a situation when you might want Connection to 
look on the screen for the template document. 


Suppose that you just generated the letters to all magazine dealers 
in Chicago. You then realize that one of the letters is going out to a 
personal friend, Steve Engels. You decide to make Steve’s letter less 
formal. Here is how you could do it: 


1. Switch to the Document Service: press [F10], then select 
DOCUMENT. 
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2. Retrieve the document CHI-TRIP. Edit the letter, making it less 
formal. Leave the letter on the screen. 


3. Switch back to the Data Base Service. 
4. Use the index commands to find Steve’s record. 


5. When Steve’s record is on the screen, press [F7], then select 
Single Merge. 


6. When you are prompted to Enter name of template document, 
erase any characters that follow the prompt, and press [1]. 
Connection will use the document that was on the screen 
when you left the Document Service, in this case the personal- 
ized letter you just edited. Meanwhile, the unedited version of 
the letter, which you are more likely to need in the future, 
remains stored on your disk as CHI-TRIP. The next time you are 
traveling to Chicago or another city, you might very well be able 
to use it again with only minor alterations in the template and 
search criteria. 


How to Write Template Documents 


In all the examples of merging records and documents so far, you 
have used template documents that had already been created for 
you. For your own work, you will surely want to create new tem- 
Le documents — letters, lists, tables, business forms, and so 
orth. 


To compose template documents, you will use the Document Serv- 
ice. You will type your template document as you would type any 
other document — with one basic exception: everywhere you want 
to use data from a data base, include the label for the field in which 
that information appears. 


Let’s try a very short example. Switch to the Document Service: 
press [F10}, then select DOCUMENTS. Type Dear, then press [space]. 


Press [F8], Document Commands. Then select Record Merge from 
the list: This message appears in the dialog area. 
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Enter data base label: 


Type title, then press [J]. Connection enters the label, enclosed 
by special symbols. Since you entered title into the data base 
records without a period after Mr or Ms, type a period now so that 
one will appear in the printed letter. Now your document looks like 
this: 


Dear <’title>. 


When you merge this document with data base records, the line 
will read: Dear Mr. or Dear Ms. 


If you wish, you can skip the command Record Merge, and type 
the labels directly in your document, starting with <’ and ending 
with >. One reason to use Record Merge is to avoid errors in 
entering the symbols. Another is that it becomes easier to use the 
Help Service if you need a reminder of the rules for writing 
template documents. The Help Service can provide you with 
information on a particular command while you are in the process 
of giving that command. 


Following are sample portions of three template documents and a 
list of rules for writing template documents. 


sample 1 template document: 


<.Begin Repeat><’Name><’Address><’City> <’State> 
<.End Repeat> 


sample 1 result: 


Engels Steve 2702 River Road Knoxville T™ 
Esterman Thomas 1250 MainStreet Harrisburg PA 
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a a a re 
‘sample 2 template document: 


<‘title>.<’name.2><’name.1> 
<‘address> 
<‘city.*>, <‘state><zip> 


Dear <‘title>. <’name.1>, 
sample 2 result: 
Mr. Steve Engels 


2702 River Road 
Knoxville, TN 40478 


Dear Mr. Engels, 


sample 3 template document: 


<.Begin Repeat> 
<'Name.2><’Name. 1>[=]<Address> 
<.End Repeat> 


sample 3 result: 


Steve Engels 2702 River Road 
Thomas Esterman 1250 Main Street 


Rules for Writing Template Documents 


1. Insert a label at the location in the document where you want 
Connection to insert data from a record. 


2. Enclose the label with <’ and >, either by typing it yourself, or 
by using the command Record Merge. 


3. Decide whether you will allow maximum spaces. Connection 
inserts the maximum number of spaces allowed for a field, unless 
you instruct it otherwise. 
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a. Allowing the maximum: Sample 1 uses a data base where the 
name field is a maximum of 18 characters. Steve Engles’ 
name is only 12 characters long, so 6 spaces follow the name. 
Thomas Esterman’s name is 15 character long, so 3 spaces fol- 
low it. Likewise, Knoxville and Harrisburg are followed by 
spaces because they don’t use up the full 16 characters the | 
data base allows for the city name. In the printed version this 
gives the appearance of neat columns without requiring you 
to set up special tabs. 


b. Overruling the maximum: In sample 2, you don’t want Knox- 
ville to be followed by spaces. To eliminate the spaces, end the 
label with a period, then an asterisk (e.g.: <‘city.*>. 


he 


. Decide if you need to either re-order the data within a field or 
include only part of the data in a field. 


a. No re-ordering: Sample 1 uses a data base where the last name 
is entered before the first name. For printing sample 1, the 
result is just the way you want it: last name first. 


b. Re-ordering: For sample 2, you need to use the first name 
first. In our data base, the first name is word 2 in the name 
field, so you can extract it from the field by typing the label, 
followed by a period, and then by the number “2” (e.g.: 
<‘name.2>. Then, to print the last name, which is word J, 
type <’name.1>. 


c. Using only part of the data: In the greeting in sample 2, we 
want to print only the last name, so we type: 
Dear <'title>. <’name.1>, 


. Include punctuation where necessary. For example, these sam- 
ples use a data base that that doesn’t store a period after Mr or 
Ms in the title field. Therefore, you need to include the period in 
the template document. The same is true for the comma that fol- 
lows the city. 


on 
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6. Include spaces and/or tabs where necessary. For example, in 
sample 3 you need to use a space between the first and last 
name, and a tab after the name. Since you are singling out indi- 
vidual words from a field, no extra spaces follow the printed 
names. If you didn’t use a space or tab, it would look like this: 
SteveEngels2702 River Road. 


Set the tabs when creating your template document. Make sure 
they will work both for an entry that fills the maximum number 
of spaces, as well as for shorter entries. 


7. As in samples 1 and 3, use the formatting command <.Begin 
Repeat> at the beginning of any portion of your document that 
you want to repeat over and over, once for every record that is 
merged with the document. Use <.End Repeat> to mark the 
end of a repetitive area. 


8. To give further specifications regarding page layout, use margins, 
centering,,line spacing, and so forth, as you learned in the Doc- 
ument Service chapter. You can also include any of the 
commands described in the chapter on Advanced Formatting 
Commands. Formatting commands include <.Date Today>, 
which you used in the template document CHI-TRIP, and 
<.Footer Text> and <.Footer Margin>, which you used in the 
template document LIST. 


9. You can suppress the printing of a blank line in a template 
document when the data field is empty. To do this enter a “-” 
after the field name. Some examples are as follows: 


<’ADDRESS2-> to suppress the line if there is no data in the 
ADDRESS field. 


<’NAME-*> to suppress the line if there is no data in the 
NAME field. The “*” suppresses any blanks after the field. 


<’NAME-2> same as above except that the “2” will print the 
second word of the field NAME. 


If this feature is used with a label in a line containing more than 
one field, and this particular field happens to be empty for a 
given record, the entire line will be suppressed including other 
fields that may contain data. 
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PRINTING AND DELETING RECORDS 


The Data Base Service provides two commands we haven’t men- 
tioned yet: Print Record and Delete Record. 


Printing a Record 


All the printing we have discussed so far in this chapter involved 
merging records with a document. To simply print a record, follow 
this procedure: 


Find the record by using the Index Commands or the Search 
Commands. Then press [F7], Print Commands.Then select Print 
Record from the list of command choices. Connection will print 
the record that appears on the screen. 


Deleting a Record 


From time to time you will come across out-dated records in your 
data base that you know you will never need in the future. For 
example, if a new person replaces your previous contact at Papyrus, 
you could simply edit the record to reflect that. But if Papyrus 
burns down and goes out of business, you might as well delete the 
record altogether. If you wish, you can delete such a record as 
follows: 


Find the record by using the Index Commands or the Search 
Commands. Then press [F8], Data Base Commands. Then select 
Delete Record from the list of command choices. Connection 
asks you: 


Are you sure? Type Y or N. 


Once you delete a record, you can never find it again. So type Y 
only if you are absolutely sure that you have no need for it. 
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DATA BASE SIZE 


The following table outlines the maximum size of each data base 
and record you create. The first three items are important for plan- 
ning and creating a new data base; the second two pertain to using 
a data base that you have already created. 


Fields/ Record 


Characters/ Record 


Characters/ Field 


Records/ Data Base 


Index Maximum 


When you create a data base, you can 
assign up to 50 fields for each record. 


When you create a data base, you can allot 
up to 1000 characters of data for each 
record. 


When you create a data base, you can allot 
a maximum of 1000 characters of data to a 
field. (But if you allotted 1000, you could 
only have one field in the record.) 


Connection allows you to create 65,000 
records for each data base. However, the 
amount of space on your disk may limit you 
to fewer records. 


If an indexed field has more than 28 char- 
acters of data, Connection looks at only 
the first 28 when it uses that index to find 
and/or sort records for you in order, alpha- 
betically or numerically. For example, if 
you are looking for records with a company 
name index, and you have two companies 
called: American Trucking Company of 
Denver and American Trucking Company of 
Buffalo it might find the first one before the 
second, because both share the same first 
28 letters. 
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MAKING YOUR OWN DATA BASE 


Throughout this chapter, we have been using the sample data base 
called CONTACTS. Now that you are familiar with the Data Base 
Service, you probably want to make a customized data base for your 
own use. This section points out some of the factors you should 
consider when planning a data base, and describes how to 

make one. 


Keep this in mind as you read this section: A data base is a collec- 
tion of records. All records in one data base are written on a blank 


form. The forms are identical until you enter data into the records. 
Making a data base boils down to designing the form that the 
records wil! use. 


Planning the Data Base 


As we said before, you will make your data base once, and then you 
will use it repeatedly. So think about how you will use your data 
base and plan it carefully before you make it. Here are some ques- 
tions you should consider: 


a Exactly what fields will you include in the data base? 

= Will you use comments? 

What label will you assign to each field? 

How much space will you allocate for the data in each field? 


Do you want to include special symbols in any of the data? 


How will you design the appearance of your records for the most 
clarity? 


What Fields? 


You should anticipate all the categories of information you might 
include in your data base. Assign one field for each category so the 
fields will be available, even if you don’t fill them in for every 
record. You can include up to 50 fields in a data base. 
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What Labels? 


Carefully choose a label for each field. The label can be one word or 
more. The label shouldn’t be so short that it is cryptic. But it 
shouldn’t be too long either — or it will become too cumbersome 
to enter search criteria and create template documents. In addition, 
long labels may make it difficult to enter multiple search criteria 
within the 80 characters of space in the dialog area. For example, in 
the CONTACTS data base we chose product instead of business 
type. This makes it easier to enter the search criteria: 


CITY = CHICAGO AND PRODUCT ~ MAGAZINES 


We chose date instead of appointment date, or contact date, to 
make it possible to fit search criteria like the following within the 
limit of 80 characters: 


DATE < 84/02/17 OR (DATE > 84/11/30 AND DATE < 84/12/10) 


What Comments? 


Use comments as a way to make your data base records easy to 
create and easy to read. Words or symbols that you include as 
comments will appear on your screen as part of the form into which 
you type information for all your data base records. But they will 
not be stored on the disk as part of each individual record. You can 
think of them as the kind of information that appears in light blue 
on printed forms that will later be photocopied and read by com- 
puters. The machines can’t see them, but they make the informa- 
tion much more readable to the human eye. Comments are particu- 
larly helpful as headings, or reminders about how to enter data so 
that it will be consistent in all of your data base records. 


How Much Space for Data? 


You will need to decide how many characters to allow for the data 
in each field. Be sure to allow enough space for fields such as 

. Names and addresses so that you won’t have trouble entering the 
data as you create records. Add a few extra spaces if you’re not sure. 
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Be sure to leave enough space for a field where you might want to 
"enter more than one response. For example, in our CONTACTS 
data base, we might have several companies whose products include 
not only paperback books but hard backs and magazines as well. If 
you are sending out separate mailings to all three types of business, 
you will want these companies to receive all three letters. So leave 
enough space in that field to enter all three terms. Alternatively, 
you might set up separate fields for each product and leave space to 
enter just a Y or N to indicate whether the company carries that 
product. 


For fields such as a phone number, time, date, state abbreviation, 


or zip code, you’ll find it best to allocate exactly the right number 
of spaces. 


You can include fields for notes, such as in the CONTACTS data 
base, which are several lines long. 


You can have up to 1000 characters of data in the entire record. 
You can allot as many characters of data to each field as you wish, 
as long as the total does not exceed 1000. 


Special Symbols to Include in Phone Numbers, Dates, Times 


You have the option of including symbols, such as the hyphens in 
phone numbers, or the slashes or hyphens in dates, as part of the 
data area..If you include these symbols when you make the data 
base, you won’t have to enter them each time you create or edit a 
record. For phone numbers, you can not include any symbols 
except hyphens. 


The Design 


Decide how your record will look on the screen. You can design a © 
form, such as CONTACTS uses, or put each field on its own separ- 
ate line, or use any layout you wish. 


In addition, you can use normal, underlined, bold, and reverse dis- 
play styles to distinguish labels, data, and comments from each 
other. , 
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It is up to you to design your record to make it as easy as possible 
to use later. 


Starting the New Data Base 


We will now start to make a new data base. The steps we follow 
illustrate the procedure you can use to make your own data base. 


To begin, press [F8], Data Base Commands. Select Make New 
Database from the list of commands. This prompt appears in the 
dialog area: 


Are you sure? Type Y or N. 
In reponse, type Y. Next, this prompt appears: 
Use old data base as a template? Type Y or N. 


This prompt means: if you wish to create a data base that shares 
some fields and layout features in common with an already existing 
data base, you can work from the existing data base, and modify it 
to create the new data base record. This can save you a lot of work. 


Although the data base we are about to create is very similar to 
CONTACTS, we will make the new data base from scratch. So type 
N in reply to the prompt. 


The screen changes, as shown in the following illustration. The 
command menu provides a new set of commands, ‘specifically for 
making data bases. 


The cursor is at the top left of the work area. You will draw the new 
record directly on the screen. As you create the record, you’ can 
move the cursor anywhere in the work area, and make any changes 
until you are completely satisfied with your new record. 
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' Making a new data base 


Formats: The Tools for Making a Data Base 


As you draw the new record on the screen, you will need to choose 
a format for each piece of information you include in the record. A 
format consists of any combination of: 


One of the following And one of the following 
types of information display styles 
Label Normal 
Data Underline (Uline) 
Comment Reverse 

Bold 


In addition, if the information is data, its format will also specify 
one of the following: 


All (all data will be accepted) 
Numbers Only (only numbers will be accepted) 
Caps Convert (data will be converted to capital letters) 
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- The following six commonly-used formats are pre-defined for you, 
and are accessed by using function keys: 


F1 LABEL NORMAL F4 DATA BOLD ALL 
F2 COMMENT NORMAL F5 DATA ULINE ALL 
F3 COMMENT REVERSE F6 DATA REVERSE ALL 


Later you will learn how to replace the pre-defined formats with 
your own, by using the command Define New -ormai. 


Making the New Data Base 
Now you have all the tools for making the new data base. 


Let’s include a heading at the top of the record. We will make it a 
comment, so that it will appear in each record on the screen, but 
won’t take up space on the disk each time we add a record to the 
data base. 


Move the cursor to the right toward the center of the screen. Press 
[F3] to use the format COMMENT REVERSE. Then type the 
heading: SAMPLE DATA BASE. If you make an error, or wish to 
change the placement of the heading, move the cursor back and 
make the change. 


Press [!] [1] [J] to move the cursor to the left edge of the record 
and down three lines. The first field will be used for a person’s 
name. Press [F1] to use the format LABEL NORMAL. Type: name. 


Do not switch to the data format yet. While still using the LABEL 
format, press the [Space] bar, to give a blank space between the 
label and the data. 


It is best to use the LABEL format as you type the space. Connec- 
tion ignores this extra space when it looks for labels, so don’t 
bother typing it when you specify a label in your search criteria. 
This would not be true, however, if you used a punctuation mark, 
such as a colon, after each label. In that case, you would need to 
use the COMMENT format for the colon unless you were willing to 
type it every time you entered search criteria. 
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Now you are ready to allot space for the data that corresponds to 
the name field. Press [F5] to use the format DATA ULINE ALL. 
Press the [space] bar 31 times, to allow a maximum of 31 spaces for 
the person’s name. To remind you where you allotted data spaces, 
Connection shows dots on the screen. These dots won’t appear 
later when you finish making the data base and start using it, nor 
will your printer underline names that are taken from your data 
base and merged with a document. 


Press [F1] to use the LABEL NORMAL format again. Type two 
spaces to separate the title field from the name field. Connection 
ignores spaces that precede labels, just as it ignores those that fol- 
low labels. 


Try creating fields for a title, position, address, and city, using 
the same procedure as you used for the name field, and following 
the screen layout shown below. 


As you work, you can use the cursor keys to move the cursor one 
position at a time and the [.1] key to go to the beginning of the 
next line. 
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Creating the new record layout 
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Defining a Format: Caps Convert 


Now let’s create several fields that differ from the ones you have 
created so far. We will make a State field that uses the Caps Con- 
vert format. Later, when you enter data into this data base, Connec- 
tion will convert the state initials to capital letters, regardless of 
how you type them. This will help you keep the state names con- 
sistent, enabling you to search for them more easily. 


First create the state label just as you have created all the other 
labels so far. 


Next you need to define a new format. Lets assign DATA ULINE 
CAPS to the [F6] function key. Begin by pressing [F7], Define New 
Format. This prompt appears: 


Type format number: 


We plan to assign our new format to the [F6] key. So type 6. Next 
you are asked: 


What type of format are you defining? 
Label Comment Data 


In response, select Data. Next you are asked to: 


Select a Display Style: 
Normal Bold Reverse Uline 


Select Uline, for underline. The Define New Format command dis- 
plays one more prompt: 


What type of data is allowed? 
All Caps-Convert Numbers-Only 


Select Caps Convert. 


Now look at the command menu. F6 has changed from the pre- 
defined format to your new format: DATA ULINE CAPS. 


To use the new format, press [F6]. Then press the [space] bar to 
allot two spaces in the data area for state initials. 
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- Defining Another Format: Numbers Only 


For the zip code, we will use another type of format: numbers 
only. Later, when you enter zip codes into your data base, Connec- 
tion will help you avoid typographical errors by allowing only 
numbers in this field. 


Create the zip label just as you did for the other labels. Next define 
[F4] to use DATA ULINE NUM. Then press [F4] and press the 
[space] bar five times, to allow five spaces for the zip code data. 


Special Symbols 


Now, on to the phone number. Create the phone label just as you 
created all the other labels. Then, press [F4] to use the format 
DATA ULINE NUM. Press the [space] bar three times for the area 
code, then type a hyphen [-]. Type three more [spaces], another 
hyphen [-], and four more [spaces]. 


By including the hyphens now, when you first make the data base, 
you avoid having to type them repeatedly later, each time you 
create and update records. 


Create the appt. time, and last appt. fields as you created the 
phone field, using [F1] for labels, [F4] for data, and including the 
slash (/) and colon (:) symbols where appropriate. 


Format Status 


If at any time you need to check whether you are using the correct 
format, you can look at the format indicator in the dialog area. For 
example, press [F1] as if you are about to create another label. The 
dialog area looks like this: 


NEW DATA BASE MAKER Format 1 


Format 1 is the keyboard format, it indicates the format that will 
be used the next time you press a key at the keyboard. 
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Just as with the type style indicator in the Document Service, there 
is also a screen format indicator in the dialog area, which shows the 
format of the character that the cursor rests on. Try moving the 
cursor to the heading SAMPLE DATA BASE. Look at the dialog 


area now. It reads: 


NEW DATA BASE MAKER Format 1/COMMENT REVERSE 


Format 1, as we said, indicates that the next key you type will use 
format 1. COMMENT REVERSE indicates that the heading was 
typed using the comment reverse format. 


It is often useful to refer to the indicators while creating a new data 
base. In addition, when you are just about done making the new 
data base, you might want to move the cursor to the beginning of 
the record, then move it throughout the entire record, watching the 
screen format indicator to make sure you used the formats exactly 
as you had planned. If you decide to make changes while you are 
doing this, make sure that the keyboard format and screen format 
are the same. 


Finishing the New Data Base 


Add more fields to the record, as you wish. When you finish, press 
[F8] to exit. This message appears in the dialog area: 


Select exit option: 
Save on disk, then exit Do not save, exit Continue Editing 


If you didn’t mean to exit, select Continue Editing. If you decide 
that you don’t want to make the new data base after all, select Do 
not save, exit. If you decide to keep this new data base, select 
Save on disk, then exit. 


Because this has been a practice exercise, and the data base which 
you have been working on is very similar to CONTACTS, you 
probably want to select Do not save, exit. 
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However, if you decide to save the new data base, now is the time 
to name it. You are prompted for the 


New Data Base Name: 


Choose a name with a maximum of eight characters and enter the 
name. 


If you exit, rather than continue editing, the command menu 
switches back to the normal Data Base Service commands. If you 
saved the new data base, it now appears in the work area. If you 
exited without saving the new data base, you may have to tell 
Connection which data base you want to use by pressing [F8], 
and selecting Get-Database. 


Verify Your New Data Base 


After you design and create your customized data base, you should 
test it promptly by creating a few new records. If you find that the 
new data base isn’t exactly the way you want it to be, you can fix it. 
But don’t wait too long before making the changes, because you 
will be making a new data base and you won’t be able to incor- 
porate into it any records you created- before you make the changes. 
You will have to re-create them. 


To change the data base, press [F8] and select Make New Data- 
base. In reply to the prompt that asks whether you want to use an 
old data base as a template, reply Y. In reply to the prompt for a 
template name, enter the name of the data base you need to fix. 
Then fix the data base and give it a new name when you exit. 
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TRANSFERRING DATA BETWEEN 
DATA BASES 


The Export Data Command 


The Export command, which you give by pressing [F8] and then 
selecting Export, allows you to send the data contained in each of 
the records in your data base to an ASCH file. This is useful if you 
want to transfer your data from Connection to another program 
that is capable of reading ASCII files, or if you want to transfer your 
data from one Connection data base to another. When you select 
this command, Connection will prompt: 


Enter Field Delimiter:, 


You must specify which symbol is going to be used to separate the 
different fields of information within your records. Connection 
presents you with a comma as a default but you may change it to 
whatever symbol suits your needs. Be careful not to choose a sym- 
bol that is also used in the data contained in your data base. 


Then you will be prompted: 
With header record of labels? Type Y or N: 


If you choose a header record of labels then the first line of your 
ASCII file will contain the labels of each of the fields in your 
record. Each label will be separated by whatever delimited you 
opted to use. If you plan to use the Import command to read this 
ASCII file into a different Connection data base you must export 
with a header record of labels. Next you will be prompted for the 
name of the file to which you will export the data. You can choose 
any name you wish including the temporary file FLASH. Note that 
if you have defined a Search Criteria, only the records that meet 
the Search Criteria will be exported. 
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The Import Data Command 


The Import command, which you give by pressing [F8] and then 
selecting Import, allows you to read a comma separated ASCII file 
into an existing Connection data base. The imported records will 
be indexed automatically if your database has any indexes defined. 
When you select this command, Connection will prompt: 


Enter Field Delimiter:, 


You must specify which symbol has been used to separate the fields 
of information in the records. Connection presents a comma as a 
default but you may change it to accommodate your data structure. 
Make a selection and press [.]. You will then see the prompt: 


With header record of labels? Type Y or N: 
and then: 
Enter Name: 


If you specify that the ASCII import file contains a header records 
of labels then Connection will match up the labels in the data 
base with the labels in your ASCII import file and read the data 
from the file into the correct fields in your data base. If you specify 
that the file doe snot contain a header record, the first field in your 
import file will be read into the first field in your data base, the 
second field in the import file will be read into the second field in 
your data base and so on. 
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Reconfiguring Your Data Base 


If, after you have entered data into your data base, you decide that 
you would, like to add or delete fields to your record structure, 
change the length of an existing field or change the display 
attributes of an existing field, you can easily do this using the 
Export and Import commands. 


First, export your data from your original file. Include a header 
record of labels. If there are not too many records you can speed 
things up by naming your export file FLASH. 


Next, use the command Make New Data Base to create your new 
record structure. 


Then, import the data into the new data base. Specify that your file 
contains a header record of labels. 
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THE CONNECTION 
SPREADSHEET 


At first glance, a spreadsheet looks like an electronic version of a 
piece of graph paper or a page from an accountant’s ledger. And to a 
large extent, that is exactly what it is. Once you start working with 
it, however, you will quickly discover that the spreadsheet can do a 
lot more than line up numbers neatly in rows and columns. 


If you are used to working with a ledger by one elbow and a 
calculator by the other, the spreadsheet replaces both. It’s a ledger 
sheet that performs its own calculations, a calculator that can 
instantaneously adjust several rows of figures if you want to see the 
impact of cost and income fluctuations. 


in the following chapter, you will learn how the spreadsheet can 
help you perform a variety of tasks, from balancing your books for 
the past year to forecasting trends for the next. As we explain how 








the spreadsheet works, you will undoubtedly recognize why 
businesses find it an invaluable tool for: 


w analyzing cash flow 

tracking inventory 

preparing general ledger, accounts payable /receivable 
planning personnel allocation 

monitoring performance 

forecasting future performance 


The list doesn’t end there. And you will probably scheme up some 
particular uses of your own as we go along. 


We'll begin with a general introduction, assuming you’ve never 
used a spreadsheet before. Even if you have, however, we suggest 
that you bear with us. Spreadsheets may all perform more or less 
the same tasks. But they do them in different ways and in response 
to different commands. 


The Connection spreadsheet has been designed to make your 
record keeping and calculations simple and straightforward. It has 
also been designed to facilitate combining this data with 
information created and stored in other Connection services. For 
example, you can easily incorporate part or all of a spreadsheet into 
a report you have written in the Document Service. Understanding 
the special features of the Spreadsheet Service should significantly 
enhance its value to you. 


Selecting the Spreadsheet Service 


As with the rest of Connection, the best way to learn about the 
Spreadsheet Service is to work with it. So let’s start by using the 
service to create a simple model. 


If you are not already sitting at your computer, now is the time to 
go there, book in hand, and start up Connection. 
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Select the Spreadsheet Service: press the [F10] key. Use the right or 
left cursor key, [—-] or [—] to-position the blinking arrows in the 
“SPREADSHEET” box at the bottom of the screen. Press [!] to 
select the service and confirm your choice by pressing Y if a 
message in the dialog area asks whether you want to open the 
service. 
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Columns and Rows 


You should now see on your screen what amounts to the upper left 
hand corner of your electronic sheet of graph paper. The numbers 
one through nine appear across the top of the work area. These 
numbers identify the first nine columns of your spreadsheet. 
Columns in a spreadsheet are always vertical. (If you’re prone to 
forgetting such distinctions, it may help to think of columns on 
buildings. When they’re lying down flat, the entire structure prob- 
ably is also.) 


Down the left side of the screen, you will see the numbers one 


through 18. These numbers identify the first 18 rows of the 
spreadsheet. Rows in a spreadsheet are always horizontal. 


We mentioned that these are just the first nine columns and the 
first 18 rows. That happens to be all that will fit on the screen at 
one time. But the entire spreadsheet includes a lot more of both. 
Altogether there are 255 columns and 255 rows. 


Cells 


Just as on an ordinary sheet of graph paper, one of the special 
benefits of the spreadsheet is that it allows you to identify any 
location on the sheet as the unique intersection of a specific 
column and a specific row. On the spreadsheet, we refer to each 
such intersection as a cell. And we identify each cell by the 
numbers of the row and column that meet there. 


For example, the cell in the very top left hand corner of the 
spreadsheet that appears on your screen is identified by the 
intersection of row one and column one. Using r and C to designate 
row and column, our shorthand notation for that cell would be 
ric. (Always cite the row first and-the column second.) If you look 
at the dialog area, you will See r1c1. (If you don’t, press the 
[Home] key and it should appear.) 
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We mentioned that our spreadsheet includes 255 columns and 255 
rows. The number of cells amounts to 255 multiplied by 255, ora 
grand total of 65,025. 


The Cursor 


The dialog area reads r1C1 because that is the cell in which the 
cursor is positioned. If you look at the upper left corner of the work 
area, you will see that the spreadsheet cursor looks quite different 
from the cursors in the Document and Data Base services. This 
non-blinking oblong cursor performs different functions as well. 


The cursor in the Spreadsheet serves first and foremost as a way of 
getting around from one part of the spreadsheet to another. Since 
only a tiny fraction of the 65,025 cells appear on the screen at one 
time, that is a very important task. By moving the cursor, you 
designate not only the particular cell in which you would like to 
enter or edit information but the section of the spreadsheet that is 
visible on your screen. 


Press the right arrow [—-] to move the cursor to the next cell in row 
one. The indicator in the dialog area now reads r1c2. Wherever you 
move the cursor, the indicator will tell you what cell it is pointing 
to. 


Navigating the Spreadsheet 


Press the right arrow [--] eight more times. The cursor is now 
positioned at r1c10, a cell that did not appear on your screen when 
you opened the Spreadsheet Service. If you look at the upper left 
hand corner of the work area, you will see that ric1 no longer 
appears on your screen. By moving the cursor, you have also 
scrolled across the Spreadsheet. 
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Try holding the [—] key down and watch the column numbers 
change at the top of the work area. If you held the arrows down 
long enough, you could eventually reach any cell in the 
spreadsheet. But that would take a lot of time. The Spreadsheet 
Service provides you with numerous ways to get around more 
quickly. 


By pressing [End] [—], for example, you can scroll one page to the 
right. [End] [~] takes you back one page to the left. [End] [End] 
and one of the cursor arrows will jump you to the furthest cell in 
that direction where you have actually entered information. The 
movement commands closely resemble those used in the Document 
Service. A list at the end of this chapter summarizes how you can 
use them to move from one part of the spreadsheet to another. 


The most direct way of all, if you know exactly where you want to 
go, is to use the GoTo commana activated by the [F4] key. Try it 
out by traveling to the farthest reaches of the spreadsheet. 

Press [F4]. Respond to the queries in the dialog area by saying you 
want to go to row 255 and column 255. Press [.!] after typing each 
number. The cursor jumps to the bottom right hand corner of the 
spreadsheet. 


If you feel like practicing moving the cursor around the spreadsheet 
for a few minutes, go right ahead. When you’re ready to begin work 
on our sample spreadsheet, press [Home] to return to the Home 
position, r1c1. 


Beginning Your Spreadsheet 


. Let’s start creating a sample spreadsheet. As we proceed, step by 
step, you will become familiar with many of the important features 
of the Spreadsheet Service. 


We are going to put together a quarterly income and expenses 
report for the Ace Corporation, a small manufacturing firm. To 
begin with, we aren’t going to do anything fancy. 
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Ace gets its income entirely from sales. Its expenses fall into three 
broad categories: raw material, labor, and overhead. If we add those 
three expenses, we will get a figure for the company’s total costs. 
And if we subtract costs from sales, we should come up with the 
gross profits or loss for the quarter. 


Before you begin this or any spreadsheet, stop to think briefly about 
how you would like it to look when you‘re done. In this case, it 
would make sense to have a clearly marked column for each 

quarter. We might also want to use the column on the left for words 
describing what numbers will be entered in each row. 


So we'll start our work with a mental picture of what we want the 
basic grid to look like. 
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Layout of Ace Corporation’s spreadsheet 


Entering Labels, Values and Formulas 6-7 





Labels, Values and Formulas 


Now that we have a general idea of what we want our spreadsheet 
to look like, lets start out by typing in words to describe what the 
rows and columns of numbers will represent. We can begin by 
typing the company’s name across the top of the spreadsheet. Move 
the cursor two columns to the right, so that the name will be 
roughly centered over the spreadsheet: press [—] twice. Now type 
the words Ace Corporation. 


You will notice when you type the first letter of the word that 
absolutely nothing happens in the cell where the cursor is 
positioned. The cursor doesn’t move. The letters don’t appear. 


But if you look at the left-hand end of the dialog area, you will see 
that two things have changed. The message Enter Label has 
appeared. And in the line below it, you will see the first letter you 
typed, followed by a small blinking cursor, and then by a number of 
blank spaces and a bar about the size of the cursor. 


The message Enter Labe! indicates that the Spreadsheet Service 
has recognized what type of information you are entering. Words or 
phrases used to identify the numerical information that appears in a 
particular row, column or section of the spreadsheet are known as 
labels. 


The Spreadsheet Service expects you to enter information cell by 
cell and to enter it in three basic forms. In addition to labels, the 
basic types of information are known as values and formulas. 

Values are numbers, such as the income and expense figures we 
will be entering on our sample spreadsheet. Formulas are 
mathematical expressions that yield a value by performing 
operations on numbers contained in other cells. For example, a 
formula might instruct the Spreadsheet Service to assign to a 
certain cell the number obtained by adding together the numbers in 
three other cells. 
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You do not need to tell the Spreadsheet Service what type of 
information you are entering. For example, it knew right away that 
you were typing a label because that is the only type of information 
it deals with that normally begins with a letter, rather than a 
number or mathematical symbol. So as soon as you typed the letter 
A, the prompt urged you to finish entering a label. 


If you had typed a numeral instead, the prompt would have read 
Enter Value or Formula. If you had typed a mathematical symbol, 
such as a + or - sign, the Spreadsheet Service would have known 
you were typing a formula. (That means you can’t start a label with 
a numeral. If you really need to, however, you can start with a 
[space] and then a numeral. The space will not be displayed on the 
spreadsheet, but it will let the Spreadsheet Service know you are 
using a numeral as part of a label.) 


Entering Information 


We will return shortly to values and formulas. But for the moment, 
let’s follow the prompt’s instructions and finish entering the label 
“Ace Corporation”. Type the remaining letters and check the dialog 
area to make sure you have typed the word correctly. 


Ifyou notice an error, use the [backspace] key to erase your 
mistake and then retype the word. When you have the label right, 
press [|] or one of the cursor keys to enter it in the cell where the 
cursor is positioned. 


When you are entering information in the Spreadsheet Service, you 
cannot use the left or right arrows to make corrections. The cursor 
keys control the movement of the cell cursor in the work area 
rather than the small blinking edit cursor in the dialog area. 


If you press a cursor key, the cell cursor will move to the next cell 
in that direction. The information you had been typing in the 
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dialog area will not be lost. It will appear, errors and all, in the cell wet 
the cursor had been pointing at before you moved it. 


Although this may seem confusing and annoying at first, you will 
find later on that it actually saves you time and keystrokes. For 
instance, if you are entering a long column of figures, it allows you 
simultaneously to enter one number and move the cursor into 
position to type the next, simply by pressing the down arrow [}]. 


Try it. Move the cursor to the first column and start typing the 
labels for each of the rows in the spreadsheet. First move the cursor 
down to row 4 in order to leave room for the labels at the top of 
each column. Type Sales and press [1]. The cell cursor moves down 
to the next row and the word Sales appears in the row above it. 


You can enter the rest of the column this way. Press [!] again to 
skip a row and separate “Sales” from “Expenses”. Type Raw 
Material and press [}] again. 


Editing Completed Cells 


If you press one of the cursor movement keys before you have 
finished typing the information for a cell, you can correct your 
mistake easily. In fact, you can do it two different ways. Just choose 
whichever seems easier for the change you have to make. 


If you want to change the contents of a cell completely, you can 
position the cursor over that cell and type over whatever was there 
as if you were entering information for the first time. But if you 
only want to make a minor change, the function key [F1] allows 
you to edit the contents of whatever cell the cursor is pointing at. 


Let’s try it. You may have noticed while typing Raw Material that 
the words extended beyond the vertical bar in the dialog area. That 
indicates that the label is too long to fit inside the cell where you 
put it. 
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We will explain later how you can adjust the width of cells. But for 
now, let’s just edit the label so it fits. Move the cursor back to the 
cell where Raw Material appears and press [F1]. The prompt in the 
dialog area now reads Edit Contents of Cell, then Enter. And the 
information you want to change (in this case the words Raw 
Material) appears on the next line. 


When you are editing the contents of a cell, you can use the right 
and left cursor keys just as you would in the Document Service. Use 
the left arrow [—] to position the cursor in the dialog area over the 
R in “Raw”. Press [Del] four times to erase the word and the space 
after it. The word Material should fit inside one cell, so press [J] 
to enter it. 


Now finish entering the labels in column 1. Press [!] to move the 
cursor down to the next row and type Labor. Repeat the process to 
enter the labels Overhead and Total, press [}] an extra time to skip 
a line, and enter the label Margin (since Gross Margin also won’t 
fit). The column of labels should be complete. 


Entering Values 


Now we're ready to fill in the column of numbers representing Ace 
Corporation’s first quarter performance. Start by typing a label to 
identify the column. Position the cursor in r3c2, type Qtr 1, and 
press [1]. (By wording the label that way, we avoid having to widen 
the cell to make room for “First Quarter”. We also don‘t need to 
remember to start with a [Space] as we would if we had used a 
label starting with a numeral, such as “1st Qtr’.) 


Now enter the figures for Ace’s sales and expenses: Type 20000, 
press [1] [!], type 4000, press [}], and so forth. If you make a 
mistake, move the cursor back to the cell where the wrong number 
appears. Either enter the number over again or press [F1] to edit 
the contents of that cell. When you nave made your correction in 
the dialog area, press [1]. 
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When you have finished entering the expense figures by typing 
1500 and pressing [1], the cursor should be positioned in cell r9c2, 
next to the label Total. We would like a total of Ace’s expenses for 
the quarter to appear in this cell. And that suggests it’s time to try 
entering our first formula. 





Spreadsheet before a formula is entered 


Entering Formulas 


As a general rule, any time you want one cell to contain a figure 
derived from combining figures in other cells, you should 
immediately think Formula. In this case, we know that Ace’s total 
expenses can be calculated simply by adding the costs for Material, 
Labor and Overhead. 
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We have several choices about how to create the formula we need. 
To anybody who is used to working with a calculator, the most 
obvious approach is the brute force method — just type the 
numbers over again with the proper plus and minus signs between 
them. The Spreadsheet Service can pretend it’s a calculator if that’s 
what you want it to do. Just type 4000+2000+1500 ard press [J]. 
The result of that calculation will appear at the bottom of your 
column of figures. 


This method gives you the right answer for this specific series of 
numbers. But it does not take advantage of the flexibility and power 
of the Spreadsheet Service. If you discover, for example, that Ace 
actually spent an additional $1000 for labor during the first quarter, 
you would have to type the entire formula over again to come up 
with a revised total. If you entered your formula differently, 
however, the Spreadsheet Service would recalculate the total for 
you, instantly and automatically. 


Instead of using specific numbers when typing the formula, try 
referring instead to the cells in which those numbers appear. In this 
case, replace the numbers 4000, 2000 and 1500 in the formula with 
the row and column code for the cells where those numbers are 
located: r6c2+r7c2+r8Cc2. Let’s try it. 


Position the cursor over the number 7500 at the bottom or your 
column of numbers. Since the new formula bears no resemblance to 
what you already have, don’t bother trying to edit it. Just type and 
enter the formula as if the cell were empty. 


Type the new formula as described above, with one important 
addition. Place a + sign at the very beginning of the formula. Since 
r6c2 begins with a letter, you should include that symbol to let the 
Spreadsheet Service know you are entering a formula and not a 
label. When you are done, press [1] to enter the new formula. 
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The number 7500 now appears in the bottom cell again, exactly as 
it did with the previous formula. But this new formula will 
automatically recalculate the total for you if you change any of the 
figures above it. Press [t] twice to position the cursor over the 
number 2000 in r7c2. Type 3000 and press [1]. Not only does the 
number 3000 appear as the new labor cost, but the total at the 
bottom of the column has changed also. It now reads 8500, 
reflecting the revised figure above. 


Change the labor cost back to 2000 using the same steps you used 
to alter it. The Total is recalculated again to read 7500. 


(With a spreadsheet containing just a few numbers, the 
recalculation process is virtually instantaneous. That would not be 
the case, however, if you were working with a much larger 
spreadsheet. When you are, the Spreadsheet Service allows you to 
turn off the automatic recalculation and use the [F6] key to 
recalculate periodically as you see fit.) 


Checking Formulas 


Simply by looking at the work area, you would have no way of 
knowing which of the preceding formulas you had used to calculate 
the last number in the column. All that appears in the cell is the 
result of the formula, not the formula itself. 


But you can easily determine exactly what formula you used by 
moving the cursor to that cell. Press [|] to position the cursor at 
the bottom of the column. Now look at the dialog area. In addition 
to telling you which cell the cursor is pointing at, it also tells you 
the formula that was used to calculate the number that appears in 
the cell. 
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Spreadsheet showing formula in the dialog area 


Any time you lose track of a formula that you have used, just move 
the cursor to the cell in question. The dialog area will tell you 
exactly what the formula looks like. 


Cell Pointing 


You have completed entering Ace’s first quarter sales and expense 
figures. We will be coming back to this column later to fill in the 
Gross Margin at the bottom. But first try moving the cursor to 
column three and plugging in sales and expense numbers for the 
second quarter. 
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We'll say that Ace increased its sales to $25000 in the second 
quarter, and that its costs also increased to $5000 for materials, 
$2500 for labor and $2000 for overhead. Remember to put a label at 
the top of the column. Then work your way down the column by 
typing in each number and pressing [1]. Stop after typing 2000 and 
pressing [1] to enter the last cost figure. 
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Ace Corporation’s second quarter numbers 


The cursor should now be positioned in r9C3. This is where we 
would like the total costs for the second quarter to appear, And we 
know we could accomplish that by creating a formula that added 
the contents of the three cells above it. Instead of imitating the way 
we created that formula in the last column, however, let’s try a 
different method. 


Imagine for a moment that you have a rookie bookkeeper sitting 
beside you, and you are trying to explain what to do next. How 
-would you go about it? Most likely, you would point your finger at 
the spreadsheet and say, “Add this number and this number and 
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this number.” The Spreadsheet Service allows you to create a 
formula in exactly the same way. 


Press [+] to indicate that you are entering a formula. Look at the 
dialog area. The message should now read: 


*** Cell pointing allowed *** 


Press [t] three times to move the cursor to the first of the numbers 
you are going to total. As you move the cursor, the row and column 
numbers of the cell it is pointing at appear following the + sign in 
the second line of the dialog area. The first number you want to add 
appears in r6c3. When the cursor is in that position and the dialog 
area formula reads +r6C3, press [+]. 
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Building a formula using cell pointing 
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A second + sign now follows the cell name r6c3 in the dialog area, 
and the cursor in the work area has jumped back down to the cell 
where you want the total to appear. Press [t] twice to move the 
cursor up to the second number you want to add. As you move the 
cursor, the first part of the formula in the dialog area remains 
unchanged: +r6c3+. And a second cell location appears after the 
second + sign. When the cursor is pointing at the second figure you 
are adding, press [+] again. The formula should now read 
+r6c3+r7c3+. 
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Building a formula using cell pointing 


6-18 The Connection Spreadsheet 








i SE EEE 


You want to add one more number. Press [t] once to point the 
cursor at the cell in which that number appears. Since this is the 
last number in the formula, press [1] to enter it, instead of pressing 
[+] again. Ace Corporation’s total costs for the second quarter 
should now appear at the bottom of the column. The Spreadsheet 
Service has allowed you to create a formula using your normal way 
of thinking instead of forcing you to figure out the proper notation 
for each of the cells. : 
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Spreadsheet with two formulas 


You can use this method equally well to point at numbers you 
would like to subtract, multiply or divide. Just start by pressing [+] 
to indicate you are entering a formula, point the cursor at the first 
cell you want to include in your formula, and then press the 
appropriate mathematical symbol. When you have pointed at the 
last cell in your formula, press [._]] to enter it. 


Entering Labels, Values and Formulas 6-19 











Using the “Sum” Function 


Cell pointing allows you to create formulas without worrying about 
typing cell locations. But if you were adding a long column of 
numbers, instead of just three, it could prove enormously time 
consuming. Connection offers you a way to accomplish the same 
task without laboriously pointing the cursor at dozens of cells. And 
again it lets you work just the way you normally think. 


In order to try out this new method of creating formilas, first enter 
the label and numbers for Ace Corporation’s third quarter: $30000 
in sales, $7000 for material, $4000 for labor, and $2300 for 
overhead. If you have any problems entering this information, look 
back at the instructions for entering data for the first and second 
quarters. 


When you get to the point where you need a formula to add up 
Ace’s total costs, stop and imagine again the novice bookkeeper at 
your elbow. Imagine also that the list of Ace’s expenses is much 
longer than what you have in front of you. You would probably still 
explain the next step by pointing with your finger. But instead of 
pointing at each separate number and saying, “Add this and this 
and this and this”, you would probably just point at the top and 
bottom figures and say, “Add everything from here to here”. 


The Spreadsheet Service allows you to add columns or rows of 
figures in exactly the same way, by using a special sum function. 
Connection provides several such functions, all of which can be 
used as shortcuts for writing long, complicated mathematical 
expressions or formulas. We will explain how to use the Sum 
function here. The others are listed in Appendix A. 


To see how this function works, make sure the cursor is positioned 
at the bottom of column 4, where you want the total expenses for 
Ace’s third quarter to appear. Press [+] to indicate that you are 
entering a formula. 


You may have noticed earlier that the command menu at the top of 
the screen changes when you start typing a formula. The first two 
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function keys are now programmed to help you move the cursor in 
the dialog area so that you can edit whatever formula you are 
typing. The [F3] toggles between absolute and relative cell 
references, a subject we shall be discussing later in this chapter. 
[F4] and the remaining command keys now allow you to activate 
Spreadsheet functions, such as the Sum function we are using 
here. (Functions that do not appear on the command menu can be 
used simply by typing in the command as it appears in the list in 
Appendix A.) 


Press [F4]. The dialog area now shows the beginning of a formula 
that reads +sum(. The line above it still says ***Cell pointing 
allowed***. Press [1] three times to point the cursor at the cell 
where the first of the figures you want to add appears. The formula 
in the dialog area should read tSum(r6c4. Now you want to 
indicate to the Spreadsheet Service that this cell reference is the 
beginning of a range of cells you want to add (“Add everything from 
here to here”). You can do that by typing a colon. Press [:]. 


The prompt in the dialog area now tells you to Define block of 
cells. You do that simply by moving the cursor down the column, 
passing over each of the cells you want included in your total. Press 
[\] twice. The block of cells you have pointed at is highlighted on 
the screen. 
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Highlight the cells to include in the Sum function 


When the cursor points at the last cell to be included (r8c4 in this 
case), press [)] to close the parentheses in the formula. This 
indicates that you have completed your use of the Sum function. 
The prompt changes back to Enter value or formula, and the 
formula reads +Sum(r6c4:r8c4). If you wanted to, you could add 
more terms to this formula. For our sample, however, this is all we 
need. Press [.1] to enter the formula. 


You could use this same method to create a formula for adding a 
column of 20 numbers or 100 numbers, simply by pointing at the 
top and bottom of the list. 


In addition to the convenience it offers when you are entering a 
formula, using the Sum function can make it a lot easier to revise 
your spreadsheet later on. We’ll be explaining how in the next 
section. But in the meantime, practice using the Sum function one 
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more time as you enter the figures for Ace Corporation’s fourth 
quarter: $35000 in sales, $9000 for materials, $3700 for labor and 
$3000 for overhead. If you have trouble creating a formula to add 
up the expenses, refer to the previous section. 


Copying on Your Spreadsheet 


The Ace Corporation spreadsheet is now completed except for a 
final column giving year end totals and a bottom row giving a gross 
profit margin. In both cases, you will be using essentially the same 
formula for each cell. The year end sales and expenses totals will be 
a sum of the numbers for each quarter. And the gross profit will be 
the:sales figure minus total expenses. 


This type of situation occurs frequently when you are creating a 
spreadsheet. And the Spreadsheet Service offers you a way to save 
time and effort by creating a formula once and copying it into the 
rest of the cells in that row or column. 


Let’s try it first as a way to calculate total sales and expenses for the 
year. Move the cursor to the top of column 6, next to the label Qtr 
4, and enter a new label: type Yr Total and press [1]. 


The cursor is now in the cell where you would like the total of four 
quarterly sales figures to appear. Use the Sum function to create the 
formula: press [+] [F4] [—] [—] [—] [--]. The cursor should be 
positioned over the figure for first quarter sales and the dialog area 
should read +sum(r4c2. Press [:] [~] [~] {-] [)] to highlight the 
range you want totaled, and [J] to enter the formula. 
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Building a formula using the Sum function 


Now let’s try copying that formula as a way to total the year end 
expenses. Make sure the cursor is positioned over the cell in which 
your new formula appears. Press [F2], the function key that 
corresponds to the command Copy Ceil(s). 


The prompt in the dialog area instructs you that you should now 
designate how many cells you want to copy: Move cursor to block 
end, then enter. 
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Copying a formula 


In this case, you only want to copy the formula from this one cell. 
You might want to experiment by moving the cursor around and 
seeing how it defines a row or a column or a rectangular block. Just 


be sure to bring the cursor back to the cell you started from before. 
Press [1]. 


The prompt now tells you to mark the first of the cells into which 
you would like the formula copied: Move cursor to destination 
start, then enter. You want to copy the formula into the cells 

_ where this column intersects the rows labeled Material, Labor, 
Overhead and Total. Press [1] [!] to move the cursor into the first 
of those cells and press [..I]. 


Copying Cells 6-25 





The dialog area now prompts you to complete the third and final 
step of the copying process: Move cursor to end of block, then 
enter. Press [1] [!] [!]. You will notice that the cell cursor elongates 
to cover the cells into which you are copying the formula. 
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Highlighting the cells to be copied 


Press [|]. The Spreadsheet Service copies the formula into the 
cells you designated. And the year end totals for all the expense 
categories appear in column 6. 


If you’re wondering exactly how the formula worked in its new 
locations, that’s a good question. We’ll be answering it in the very 
next section. But in the meantime, just take it as a minor miracle 
and use the same method to fill in the row for Gross Margin. ° 


First create the formula in column 2. The easiest way would be to 
use cell pointing: press [+], move the cursor to the figure for sales, 
press [-], move the cursor up to the figure for total expenses, and 
press [1]. Then copy the formula across the. rest of the row, using 
the method described above. 
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You have now finished entering the figures for an entire year of Ace 
Corporation’s sales and expenses. And in the process, you have 
learned many of the basic features of the Spreadsheet Service. 
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Ace Corporation’s completed spreadsheet 


Saving and Retrieving Spreadsheets 


In the next section, we will introduce additional features of the 
Spreadsheet Service that allow you to edit your work and rearrange 
it on the screen before filing it away or printing it. So if you have 
any questions about material we have covered so far, you might 
want to review this section before proceeding. 


You might also like to take a break at about this time. If so, here’s 
how you can save the spreadsheet you have created on your disk 
and retrieve it when you’re ready to get back to work. 


Saving a spreadsheet works very much like saving a document. 
Simply press [F7], the function key that corresponds to File/Print 
Commands, and select Save from the list of options in the dialog 
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area. The prompt will ask you to give your spreadsheet a name. 
Type a name, such as SPREAD1, and press [|] to save your work on 
the disk. 


Retrieving your spreadsheet later is just as straightforward. Again, 
after opening the Spreadsheet Service, press [F7] to access the list 
of File/Print Commands, and this time press [r] for Retrieve. 
When the prompt asks for the name of the spreadsheet you want to 
call to the screen, type in whatever name you filed the spreadsheet 
under. If you have forgotten what name you used, press [t]. A list of 
all the spreadsheets on the disk will be displayed in a window that 
opens on the screen. You can choose the one you want by 
positioning the cursor over the name and pressing [._]]. 
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EDITING AND EXPANDING 
YOUR SPREADSHEET 


You have learned how you can edit the contents of a single cell in 
your spreadsheet. But what if you want to change the entire 
spreadsheet? To insert several new rows or columns? To make some . 
of the cells wider and others narrower? To move a section of the 
spreadsheet to a different position? 


The Spreadsheet Service allows you to make changes of this sort 
neatly and easily. If you anticipate the kinds of changes you’ll be 
making and plan accordingly, the Spreadsheet Service will even 
adjust your formulas to include any new data and to compensate for 
any new location. 


Relative and Absolute References 


We mentioned when you were working on the Ace Corporation’s 
year end totals that the Spreadsheet Service was performing some 
tricks that we would explain later. Let’s take a look now and see 
just what happened when you copied the formulas in that column. 


Move the cursor to cell r4c6, where the number 110000 represents 
Ace’s total sales for the year. The dialog area tells you that that 
total was derived from the formula +sum(r4c2:r4c5). If you 
remember how we went about completing this column, this was the 
formula that we created and then copied into the cells below it. 


Move the cursor down two rows to the next number in the column 
and look at the dialog area again. The message indicates that this 
cell contains the formula +tsum(r6c2:r6c5). This formula was 
copied from the cell above. But it is not identical to the formula 
from which it was copied. It still uses the Sum function to specify a 
range from column 2 to column 5. But the row references have 
changed to reflect the row in which the formula now appears. 
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Copying relative formulas adjusts cell references 


The Spreadsheet Service was able to adjust the formula 
automatically because the cell references you typed, such as r4c2 
are what we call relative references. By that we mean that they do 
not actually refer to fixed points on the spreadsheet grid. Rather, 
they indicate the relationship between the cell in which you are 
typing the formula and the cells to which the formula refers. 
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You might think of it as a little like telling people how to get from 
your house to a friend’s house around the corner. If you just give 
the street address, they could be in trouble if some prankster has 
switched the street signs around. But if you tell them to “go up the 
block, take your first left and it'll be the third house on the right”. 
the street signs won’t matter. 


Relative references work something like that second set of 
directions. In the two cells we just looked at, for instance, the 
formulas said, “Go straight down this row and add every number 
you find between five cells down and the cell next door’. 


In most instances, relative references are essential to making the 
Spreadsheet Service the flexible and powerful tool that it is. You 
have seen that they allow you to copy formulas from one row or 
column to another. They also make it possible to insert and delete 
rows or columns, or to move an entire block of your spreadsheet, 
without having to recreate all your formulas. 


After working with relative references for awhile, you will probably 
find it hard to imagine that the spreadsheet could function without 
them. But you will also find, sooner or later, that there are 
situations when you want to refer to a specific cell rather than to a 
relative position. For those occasions, the Spreadsheet Service 
allows you to enter what are called absolute references. 


The notation for an absolute reference is similar to that used for 
relative references, except that you use capital rather than lower 
case letters (for example, R2C3 instead of r2c3). The result is very 
different. If you use that notation in a formula, the reference will 
always be to a specific cell, regardless of where you may have copied 
the formula to on the spreadsheet. 


This can be useful if you want to copy to several columns a formula 
that refers to the number in a specific cell. In order to see how this 
might work, let’s try an example. At the same time, we should be 
able to learn more about how to copy information from one cell or 
groups of cells to another. 
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Copying Relative References 


Suppose that you wanted to give a dramatic measure of the Ace 
Corporation’s growth. You might want to include in each column a 
formula comparing sales for that quarter to first quarter sales. Let’s 
try it, using the blank row we left between the figures for sales and 
raw materials. Position the cursor in that row and in the column 
corresponding to Ace’s second quarter. To calculate second quarter 
growth, all we need to do is subtract first quarter sales from second 
quarter sales."The formula is simple. Type +r4¢3-r4c2 and press 
[I]. The formula gives us just what we wanted, a comparison 
between second and first quarter sales. 


Now let’s see what happens if we try copying that formula into the 
next two columns. The cursor should still be positioned over the 
cell in which you just entered the formula. Press [F2] to start the 
Copy Cell(s) sequence and proceed as you did in the previous 
section: Press [_]] to indicate that this is the only cell you are 
copying. Mark the next two cells in this row as the beginning and 
end of the block into which you want the formula copied. 


Press [J 1. The number 5000 now appears in columns 4 and 5, as 
well as column 3. 


At first glance, you might suspect that the Spreadsheet Service had 
just copied the number, instead of the formula. But if you look at 
the dialog area, you will see that that is not the case. The message 
there indicates that the number displayed in cell r5c4 comes from 
the formula r4c4-r4c3. Move the cursor to column 5. The message 
tells you that here the formula has been changed to r4c5-r4c4. 


Because you used relative references when creating the formula, the 
Spreadsheet Service automatically adjusted them each time the 
formula was copied. As a result, the formula in each column 
compares sales for that quarter to sales for the preceding quarter. 
But we intended something quite different — a comparison 
between sales in each of the quarters and sales for the first quarter. 
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To be able to copy the formula and get the results we had in mind, 
you would need to enter it with an absolute reference to the cell 
displaying first quarter sales: r4¢3-R4C2. Then, no matter where 
you copied the formula to, it would always refer back to the same 
cell for the number to subtract. Let’s try it out. 


Clearing Cells 


Before we can copy a new formula into the cells in columns 4 and 
5, we will have to remove the formulas that are already there. The 
easiest way to do this is by using another of.the choices on the 
command menu. 


Your cursor should still be positioned in r5c5. Press [F8], the 
function key that corresponds to the command Clear Cell(s). The 
prompt instructs you to Move cursor to block end, then enter. 
Press [—] twice to cover the other cells you want cleared and 
press [1]. 


The two cells should now be clear. You could use exactly the same 
procedure to clear an entire row or column or a rectangular block of 
cells, 
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Copying Absolute References 


Now you’re ready to try re-entering the formula in column 3, using 
an absolute reference. Position the cursor below the figure for 
second quarter sales and press [+]. Press [t] to point the cursor at 
the second quarter sales figure and press [-]. Then press [F3], the 
function key that corresponds to the command Abs/Rel Cell Ref 
on the command menu that appears when you are entering a 
formula. 
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Building a formula with an absolute reference 


You will notice that the message in the dialog area now gives the 
location of the cursor in the notation used for absolute cell 
references: R5C3. If you kept pressing [F3], you could change the 
reference to two combinations of absolute and relative (r5C3 and 
R5c3) and then back to all relative (r5c3). For your purposes here, 
however, the full absolute reference is fine. Press [t] [—] to point 
the cursor at the first quarter sales figures and press [1] to 
complete the formula. 
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The new formula yields exactly the same result in column 3 as the 
formula using relative references. But when you copy it to columns 
A and 5, the result will be very different. Try copying it using the 
same steps you used with the previous formula. You will see that 
the formula now subtracts first quarter sales from sales in each of 
the other quarters. By using an absolute reference, you have 
obtained the desired result. 


Of course, the use of an absolute reference also means that from 
now on you would have to be especially careful when making 
revisions on your spreadsheet. Any change that moved the sales 
figures for the first quarter out of that particular cell make the 
formulas that refer to it go haywire. To spare yourself having to 
worry about that, clear all the cells in row 5, using the method 
described in the previous section. 


Inserting and Sums 


You have seen how the Spreadsheet Service can adjust cell 
references when you copy formulas from one place to another. If 
you plan well in advance, it will also adjust for the insertion of new 
rows or columns of numbers. 


In this case, planning well in advance means using the Sum 
function when totaling columns into which you think you might 


end up inserting new rows of numbers later on. As usual, the best 
explanation is an example. 


Suppose you decided at this stage in preparing the Ace 
Corporation’s spreadsheet that you really needed to include an 
additional expense category — taxes. You want to insert a row 
listing tax payments between the rows for Labor and Overhead. 
And you want the new numbers to be reflected in the row listing 
Total expenses. 


You would start by inserting a blank row between Labor and 
Overhead. Place the cursor on the word Overhead and press [F8], 
the function key that corresponds to Spreadsheet Commands. 
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The dialog area offers you several choices of action. Right now, 
you're interested in rearranging your spreadsheet so press [Fr] for 
Rearrange. 


The dialog area now presents you with another list of choices. You 
want to insert a row so press [i] for Insert and [r] for Row when 
asked to choose between inserting rows and columns. When the 
prompt inquires how many rows to insert, press [1] [—!] to specify 
that you want only one row inserted. 


Your cursor should now be positioned in column 1 of a blank row. 
Type-Taxes. Press [—] to enter it as the label for the new row and 


put the cursor in position to enter Ace’s tax payments for the first 
quarter. Fill in the row.of numbers, and as you enter each number, 


keep an eye on the number at the bottom of that column that 
represents total expenses. Type [3000] [—] [3500] [—] [4000] [—] 
[4500] []. 


If you were watching the totals, you will have noticed that the third 
and fourth quarter numbers automatically adjusted to include the 
new expense listing. But that didn’t happen with the first and 
second quarters. 
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Add a new row labeled “Taxes” 
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The reason is simple. For the third and fourth quarters, we used the 
Sum function in the formulas for calculating the total. For the first 
two quarters, we didn’t. 


As we explained, the Sum function points to fhe top and bottom of 
a range of numbers and says “add every number between here and 
here.” What you have now seen is that the range is elastic. You 
could insert one number or a hundred numbers anywhere between 
the top and bottom of the range, and the Sum function would 
include them in the total. 


On the other hand, the formulas we used for the first and second 
quarter totals referred to three cells, rather than to a range of cells. 
The Spreadsheet Service adjusted the relative cell references so that 
the totals have not changed, even though we inserted a new row of 
figures. In some cases, that would be exactly what we would want. 
In this case, it isn’t. 


Erase the formulas from columns 2 and 3, using the Clear Cell 
command. Copy into the cleared cells the formula from column 4. 
Refer to the sections in this chapter on clearing and copying cells if 
you have any questions about how to proceed. 


Deleting and Moving 


You may have noticed when you selected Rearrange from the list 
of Spreadsheet Commands that you were offered two choices 
other than Insert — Delete and Move. Both choices do just what 
their names imply. And both work very much like the Insert 
command. 


To illustrate how they work let’s try another example. After 
inserting taxes into your list of expenses, you realize that they 
don’t really belong there. Since they are calculated on the basis of 
gross profits, they should be listed below that figure on the 
spreadsheet. You can accomplish that easily using the Move 
command. 
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Place the cursor over the word Taxes in column 1. Press [F8] and 
then select Rearrange from the list of Spreadsheet Commands. 
This time, press [m] for Move. The prompt tells you to Position 
cursor at end of block, then enter. Press [—] [—] [—] [--] to 
extend the cursor to cover all the numbers you entered in the row. 
Then press [J]. 


The prompt now instructs you to Move cursor to beginning of 
destination, then enter. Do it. Press [i] five times to position the 
cursor below the row listing Gross Margin and press [I]. The 
label Taxes and the accompanying figures have been moved to 
their new location on the spreadsheet. 
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Moving rows 


If you look back up to where they came from, however, you will see 
that the row in which they appeared has not-closed up. You moved 
the information that appeared in those cells, but the empty row 
that you inserted earlier remains. If you want to get rid of it now, 
you will have to use the Delete command. 
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Move the cursor back to the now blank row. Press [F8], select 
Rearrange from the list of Spreadsheet Commands and press [d] 
for Delete. When the prompt asks whether you want to delete 
column(s) or row(s), press [I]. Then press [1] [J] to register that 
you want to delete just one row. The space between Labor and 
Overhead should now close up. 


Editing for Clarity 


Your spreadsheet now includes all the information you need about 
Ace Corporation’s first quarter performance. But before you save it 
on your disk or print a copy of it, there are a number of changes 
you might want to make in its appearance. 


Changing the width of some of the cells to accommodate longer 
labels might make the spreadsheet more informative. So might a 
change in the way the numbers are written, if it could emphasize 
that they represent dollar amounts. The Spreadsheet Service allows 
you to make changes of this sort quickly and easily. 


Overflowing Cell Widths 


The very first words you typed on this spreadsheet, the label “Ace 
Corporation”, were obviously much too long to fit into a single cell. 
The block in the dialog area where you type cell entries told you 
that, and so does a glance now at the spreadsheet itself. 
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In that instance, it really didn’t matter, since the label appears in a 

row all by itself. That would not be the case, however, for a label or 
number in a section of the spreadsheet where columns are squeezed 
closely together. 


The Spreadsheet Service allows you to enter information longer 
than the cell width. But it gives you ample warning that you could 
be headed for trouble. The block in the dialog area lets you know 
when you are entering a label or number that won’t fit. And the 
spreadsheet itself sounds the alarm when a number is too long, by 
displaying a row of asterisks. 


When you run into either of these warnings, you should consider 
changing the width of the cells in question. 


Changing Cell Widths 


You may recall that we cut the word “Raw” out of the label “Raw 
Material” just so that we could squeeze it into the standard cell- 
width of eight characters. Let’s go back now and see how to widen 
the column so the label will fit. 


To see how it works, position the cursor in column 1 and press [F8] 
again to access the Spreadsheet Commands. This time press [e] 
for Cell-widths. 


The prompt in the dialog area now instructs you to Enter width (1- 
74). On the next line, the word Width is followed by a small 
blinking cursor. By typing in a number-you can create a column as 
narrow as one character or as wide as 74. In this case, in order to 
make room for the full label “Raw Material,” 15 spaces should be 
enough. Type 15 and press [_1]. 


The prompt in the dialog area changes as soon as you specify the 
cell-width. It now reads Enter count (1-255). You should respond 
by indicating how many columns you want adjusted to the new 
cell-width, counting td the right from the column in which the 
cursor is positioned. In this case, you are only interested in 
changing one column, so press [1] and [J]. 
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You should now have plenty of room to type the label “Raw. 
Material” in row 6. Move the cursor to r6c1, press [F1], and edit the 
label by inserting the word Raw and a space before “Material.” 
Press [.!] to enter the edited label. While you're at it, change the 
label Total to read “Cost Total” and change Margin to “Gross 
Margin”. 
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Changing Column-Widths 
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Changing Alignment 


If you look at your spreadsheet, you can probably see numerous 
other changes that would improve its appearance and legibility. For 
instance, the clarity of the spreadsheet would be enhanced if you 
could make the label “Cost Total” look a little different from the 
other labels above it. One way to do that is to change the way the 
word is aligned within the cell. 


You may have noticed that the labels at the top of each column are 
not lined up directly over the numbers beneath them. That is 
because the Spreadsheet Service normally lines up all labels flush 
against the left hand side of the cell and all numbers flush against 
the right. It makes perfect sense to use. this as the normal 
alignment. After all, words read from left to right, but when you’re 
adding or subtracting numbers you work from right to left. For. 
those occasions when it would be useful to change this alignment, 
however, the Spreadsheet Service allows you to vary a single cell or 
an entire spreadsheet. 


To try aligning “Cost Total” flush right, press [F8] again and this 
time press [a] to select Align. 


The Spreadsheet Service offers you a choice.of aligning information 
within each cell to the right, the left or the center. You want to 
move the label Cost Total to the right, so press [r] for Right. 


You are now given a chance to indicate in which cells you want 
data aligned to the right. By moving the cursor you could specify a 
whole row, a whole column, or a rectangular section of the 
spreadsheet. Try moving the cursor around and watch how different 
cells are highlighted. Then bring it back so that it just covers the 
cell in which the label “Cost Total” appears and press [.]]. The 
words Cost Total should be aligned to the right hand side of the 
cell. 
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Right aligned labels 


You may have noticed when you were specifying that you wanted 
right alignment that in addition to right, left and center you were 
also given the option to “Set-Default”.. That command allows you to 
indicate how all information will be aligned, ‘from that time 

forward. It does not affect cells that have already been completed. 


If you wanted the data in every cell in an entire spreadsheet 
centered, you would set the default alignment to “center”, before 
you entered your first label or number. If you decided to center the 
data halfway through creating your spreadsheet, the alignment 
change would take two steps. First you would realign the data you 
had already entered, following the procedure you used with the 
label “Cost Total”, but moving the cursor to highlight the entire 
spreadsheet you had created so far. Then you would set the default 
alignment to take care of all the data you still hadn’t entered. 
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Speaking of centering, your spreadsheet might look better if the 
labels were centered at the top of each column. Try changing the 
alignment. With the cursor positioned over the label Qtr 1, follow 
the same procedure you did with “Cost Total”. Select Center from 
the list of alignment choices, and move the cursor td highlight the 
other labels in that row before pressing {._]]. 


Changing Number-Style 


The clarity of the Ace Corporation spreadsheet might also be 
improved if you could make it obvious that the numbers in each 
column refer to dollars. This can be accomplished easily using the 
Number-style option when you select the list of Spreadsheet 
Commands. 


Start by positioning the cursor in one of the corners of your 
spreadsheet. (You will see why this is important later.) Press [F8] 
and then press [n] for Number-style. 


The dialog area offers you a choice between several different 
number styles. You can choose to have numbers displayed as 
percents, or in exponential form for mathematical manipulations. 
You can put them in dellar form or specify a fixed number of digits 
you want displayed to the right of a decimal point. You are also 
given the chance to change the “default” style in which all 
numbers entered subsequently will be displayed. 


Until now, all the numbers on your spreadsheet have been 
displayed in the general format, since that is the normal default 
style. This format uses a variable, or floating, number of decimal 
places. But all the numbers you typed have actually referred to 
dollars. In this instance, it makes sense to change both the style of 
the numbers you have already entered and the default style. 


You will have to use the two step process outlined in the section on 
alignment. First change the number-style for the numbers you have 
already entered. Press [d] for Dollar and move the cursor to 
highlight the entire spreadsheet before pressing [._]]. 
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If you had not placed the cursor in a corner of the spreadsheet 
before starting the procedure, you would not have been able to 
highlight a rectangle covering all the cells you have already filled. 
Keep this in mind any time you are marking a block of cells, 
whether you’re planning to change formats, to copy the block, or to 
deleted it. The cell the cursor points at when you start will be a 
corner of any block you can define. 


Now let’s go back and change the default number-style. Press [F8] 
for Spreadsheet Commands, and [n] for Number-style. Then 
press [s] for Set-default and [d] for Dollar. 


All the numbers on your spreadsheet are now displayed with a $ 
sign, decimal point, two zeros, making it much clearer that they 
refer to dollar amounts. Any new numbers you enter from now on 
will be displayed in the same style. 


You will also notice that the numerals in the labels at the top of 
each column did not change. If you entered a numeral as part of a 
label, you don’t need to worry that it will be affected by a change in 
number-style. 


With the addition of a decimal point and two additional digits, the 
columns on your spreadsheet are now too cramped to be easily 
legible. Try widening the columns to the right of column 2 to ten 
spaces. Position the cursor in column 2. Press [F8] and [¢] for Cell- 
width. Then type 10, press [J], type 254, and press [.] again. The 


columns should now be wide enough to accommodate the new 
number style. 


If you change the number-style on an empty cell or group of cells, 
when the cursor is positioned there the dialog area will display the 
cell’s contents as “” to indicate that those empty cells number-style 
has been set to anything other than the default. 
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ems 3888.08 = 3508.08 4808.08 4508.08 





Changing Number-Style formats to two decimal places 
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PRINTING AND FILING 
SPREADSHEETS 


Now that you have edited’and rearranged your spreadsheet, you 
might be curious to see how it would look on paper. The 
Spreadsheet Service allows you to print your spreadsheet in several 
different ways. 


You can print the whole spreadsheet or define just a section that 
you want printed. You can specify that you want the underlying 
formulas printed, rather than the values that appear on your screen. 
You can set margins to almost twice the width allowed for 
documents. And you can combine your spreadsheet with a 
document as part of a report and print them out simultaneously. 


Before you start playing with the various print commands, it might 
be a good idea to save your edited spreadsheet on your disk. Press 
[F7], [s] for Save and either give it a new name or just press [J] to 
refile it under the old name. If you don’t use a new name, you will 
have to confirm by typing [Y] that you want to replace the previous 
spreadsheet. 


" Now press [F7] again and take a more careful look at the list of 
File/Print Commands in the dialog area. Select Print by pressing 
Ip}. . 
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‘4 Environvent Commands 


WRB ce Corporation. 


Qtri Qtr2 Qtr 3 tres tp eel 
20000.08 25006.88 30008.08 35600.88 110008.¢2 


6 Raw Material 000.08 7000.02 9088.08 25008. 28 

7 Labor io. e ie a 4080,88 3760.08 12268,08 

8 Overhead 2000.82 2300.68 3800.08 3800.80 
Cost Total ee. 9388.08 13308.88 15788.08 46000, 68 


12588.0@ 15508.08 16780.08 19308.08 64000.98 
3008.98 3508.08 4000.88 4588.08 





The File/Print Commands 


If you just want to print whatever is on your screen or disk, as is, 
all you need to do is press [g] for gO. The Spreadsheet Service -will 
assume that you want to print the entire used area of the 
spreadsheet, using margins that will fit on standard 8 1/2-inch by 
11-inch paper. If your spreadsheet is too wide to fit on that size 
paper, it will break it up for you. For example, it might first print 
the first eight columns, all the way from top to bottom (rows 
1-255), and then start on the next eight columns. Unless you tell it 
not to, it will print the numbers that result from your formulas 
rather than the formulas themselves. 
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Let’s try it. Make sure that your printer is ready to go and press [g]. 
You will be prompted to indicate how many copies you want 
printed. One should be plenty, for our purposes, so type {1] and 
press [.]]. You will also be asked to specify whether you are using a 
continuous form or single sheet printer. Answer accordingly. With a 
longer spreadsheet, a single sheet printer would stop at the end of 
each page and would resume printing only when you indicated you 
were ready by typing [Cirl p]. 


Setting Margins 


Since your spreadsheet is quite small, it didn’t have any trouble 
fitting on the width of a sheet of paper. But a really big spreadsheet 
could be as much as 20 feet wide. By resetting the margins, we can 
learn about another of the Print options. And at the same time we 
can see what would happen if your spreadsheet was too wide for a 
normal printer. 


Press [F7] and [p] again, and this time select Set-Margins from the 
list of Print Commands. You now have the opportunity to change 
any of the margins or to specify a page-depth other than the normal 
11 inches. For our purposes, changing one margin should be 
enough. Press [Fr] for Right and type 40 when prompted to enter a 
new right margin. You will notice that you are invited to set a 
margin as wide as 132, as opposed to the maximum of 74 in the 
Document Service. With a spreadsheet the wide margin can be a 
real boon, as long as you have access to a printer that can handle it. 


Press [.!] to enter the new right margin figure and [g] to send the 
spreadsheet to the printer again. The Spreadsheet Service adjusts 
for the new margin by printing columns 1-3 on one sheet of paper 
and columns 3-6 on a second sheet. Because the label “Ace 
Corporation” extends beyond column 3, it is broken onto two lines. 
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Defining the Print Area 


Suppose now that you wanted to print out just part of the 
spreadsheet in order to show someone various stages in producing 
it. You might first want to show them the column of labels and the 
figures you entered for Ace’s first quarter. Press [Home] to position 
the cursor in the upper left corner of the spreadsheet and start the 
File/Print Command sequence by pressing [F7]. 


Again, select Print from the list of commands, but this time press 
[d] for Define Area. Press [—] to extend the cursor to cover the 
column with Ace’s first quarter figures, and then press [1] until you 
have highlighted the full length of the spreadsheet. Press [1] to 
indicate you have finished defining the area you want printed, and 
{g] for Go to start the printing. 


You now have a hard copy, suitable for framing, of the first two 
columns of your very first spreadsheet on Connection. 


Printing Formulas 


If you really wanted to give an idea of how you created your first 
spreadsheet, you would need to show what formulas you used. The 
Spreadsheet Service gives you the option of printing out a 
spreadsheet as a list of cell addresses, with the label, value or 
formula that you entered in each one. This can be useful when you 
have a spreadsheet you think you may want to use as a mode! later. 
It can also help sometimes when you are trying to locate a problem 
in a spreadsheet you’re using. — 


To see how it works, press [F7], then press [p] for Print and [s] for 
Show Formulas. Since this is not the normal way of printing out a 
spreadsheet, the prompt will ask you to confirm with a Y or N 
whether that’s what you really want. Type [y] and press [g] for Go. 


Because almost all formulas are too long to fit inside a cell, the 
Spreadsheet Service doesn’t try to print them in a grid pattern. 
Instead it prints a list, row by row, of what was entered in every cell 
within the sections of the spreadsheet that you used. 
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Printing formulas 


It can take a while to print out. If you don’t want to wait until it’s 
finished, you can halt the printer just as you can in the Document 
Service. Press [F7] and select Halt-Printer from the list of 
File/Print Commands. 


Unless you select Show Formulas again, the-next time you print 
this spreadsheet it will be printed in a grid form, showing the 
values rather than the underlying formulas. 
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Copying to Documents 


In addition to printing out spreadsheets on their own, you may 
frequently want to include all or part of a spreadsheet as part of a 
report. The Spreadsheet Service allows you to do just that, using 
the command Copy to Document. 


By using this command, you file a copy of your spreadsheet as a 
document. You can then go to the Document Service, retrieve the 
spreadsheet file, and write a report around it. Or you can retrieve a 
report you have already written and use the Insert Block of Text 
command to place the spreadsheet wherever you want it to appear. 


We can see how this works by copying your sample spreadsheet and 
inserting it into a report named ANNUAL that has been stored for 
you in the Document Service. 


Begin by pressing [F7] and selecting Copy te Document from the 
list of File/Print Commands. You are presented with a list of 
options identical to those offered when you are printing a 
spreadsheet. You can define an area of the spreadsheet that you 
want copied, if you don’t want to use the whole thing. You can 
specify that you want the-spreadsheet copied as a list showing the 
formulas behind the values that appear on the screen. 


You can also set margins for a spreadsheet you are copying, but you 
have to keep in mind that the spreadsheet may later be incorporated 
into a document. The Spreadsheet Service allows you to set 
margins much wider than it allows in the Document Service. And it 
will use those margins when printing a document that includes 
your spreadsheet, but only if the spreadsheet is copied to the 
beginning of the document. If the spreadsheet is inserted at the 
middle or end of a document, the document margins are used. 


For our present purposes, we don’t need to worry about these fine 
points. Just press [g] for Go and file the entire used portion of the 
spreadsheet as a document, using the standard default margins. 
Since you will be using it right away, accept the suggested file 
name FLASH by pressing [.!]. Now go to the Document Service: 
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Press [F10], then [—] and [.1]. Retrieve the report to which you are 
going to attach the spreadsheet by pressing [F7] [r], then typing 
ANNUAL and pressing [_!]. 


With the cursor at the end of the document, press [F3], the 
function key that corresponds to the command Insert Block of 
Text. Again you can accept the suggested name FLASH as the 
name of the file you want inserted. Press [.1]. 


0) ida ance sheets of A oNpute: 
Tne. as of January 1 1984, In our aoe the finsectal Statenents 
referred to above fairly represent the financial position of Atlanta 


Computer Inc. as of January i, 1984, in conformity with generally 
seceited accounting principles applied on a consistent basis.9 


Alexander Benson & Co.4 
Boston, Massachusetts 
January 20, 19844 : 
hce Corporation. q 


q 
Qtri tr2 rd rd dp total 9 
Sales 2000.08 25088.88 38800.08 35000. 00 110080, 008 


a Material 4008. 08 =o bandh 


Overhead 156. 08 
Cost Total 7360.88 





Copying a spreadsheet to a document 
Your spreadsheet now appears at the end of the report. Send it to 


the printer by pressing [F7], [p], [1]. The printed copy of the report 
includes the spreadsheet at the end. 
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EXPANDED SPREADSHEETS 
AND PROJECTIONS 


During the year that you have recorded on your spreadsheet, the 
Ace Corporation enjoyed fairly spectacular growth, with sales 
climbing almost 20 percent every quarter. Just imagine what the 
numbers would look like if Ace could maintain that rate of growth 
for another two years. 


Don’t try to do the arithmetic in your head. Let the Spreadsheet 
Service do it for you. Making projections is a task it performs 
quickly and accurately, and with an extra advantage. It can revise a 
projection instantaneously, allowing you to see how changing a 
single variable would affect results over a long period. If you decide 
later that 20 percent growth from quarter to quarter can’t be 
sustained, you can revise the figure down to 10 percent, 5 percent 
or any other number you wish. 


For the moment, however, let’s pretend that Ace can keep up its 
rapid growth. How can we expand our spreadsheet to see what 
would happen over the next two years? We could actually go about 
it in several different ways. Our goal, in all of them, should be to 
maximize the amount of copying we can do and minimize the 
number of cells we have to fill manually. 


Let’s start simply by copying the labels at the top of the columns 

' into clear cells to the right of our spreadsheet. Place the cursor over 
the label Qtr 1 and press [F2]. Then move the cursor to the right by 
pressing [—] four times, highlighting the labels for the other 
quarters and the Total. Press [._!]. In response to the prompt Move 
cursor to destination start, then enter, move across the same row 
to the second empty column to the right of the existing 
spreadsheet. (We’re leaving one empty column so you’ll be able to 
see where one year ends and the next begins.) Press [_!], move the 
cursor four more columns to the right and press [1] again. 
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- Now that you have your labels in place, the real fun begins. What 
we would like to do is create as few formulas as possible and at the 
same time make it possible to copy this entire year as a block as we 
project further into the future. Using relative references should 
allow us to do that. But we will need to create at least three 
different formulas. Think of it this way: 


= For the row representing Qtr 1 of our projection, we will want a 
formula that points back to the fourth quarter figures for the 
previous year. So the relative references will be to cells three 
columns to the left, skipping over the empty column and the 
previous years totals. 


a For the next three columns, representing quarters 2, 3 and 4, our 
formula needs to point only one column to the left, to the 
preceding quarter of this projected year. 


= For the total, we can use exactly the same formula we used for 
the first year’s total to obtain a sum of the figures from each of 
the four preceding quarters. 


The first two formulas are extremely simple — a reference to a 
column entered earlier multiplied by 1.20 to account for 20 percent 
growth. Before you start creating them, however, it’s worth 
thinking ahead to the time when you might want to project a 
different rate of growth. 


This is another case where there might be some advantage to using 
an absolute cell reference. You could enter the number 1.20 as a 
value in an out-of-the-way cell and then refer to that cell in any 
formula where you are multiplying by that amount. Then if you 
want to change your projection, you can change the value in that 
one cell, instead of hunting around for different places where you 
typed 1.20 directly into a formula. 


Let’s try that approach. With the cursor in the column where you 
will be projecting the first quarter, press [t] until the cursor is 
pointing at cell r1c8 in the top row of the spreadsheet. Type 1.20 
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and press [1] to enter the number as a value. Move the cursor down 
to row 4, just below the label Qtr 1 and try creating a formula to 
express 20 percent growth from the preceding fourth quarter. 


Press [+], move the cursor across the same row to the column 
representing the previous year’s fourth quarter and press [*]. That 
indicates that you are going to multiply the value in that cell by 
another number. Now press [F3] to switch to absolute referencing 
and press [t] three times to point at the cell where you tucked away 
the value 1.20. Press [1] to complete the formula. The formula 
gives you a figure for what Ace Corporation will earn in the first 
quarter if it continues its present rate of growth. 


You can create the formula for the next column in a similar 
fashion, by pointing first at the projected first quarter and then at 
cell rlc8, where you have placed the number 1.20. Remember to 
use an absolute reference to this cell in your formula. And you can 
copy the formula from the second quarter directly into the columns 
for the third and fourth quarters. The formula for calculating the 
year-end total can be copied from the same column in the previous 
year’s figures. When you are done, the top row of your spreadsheet 
should look like this. 


il Ce M01 6 \ ile/Pr OMRANAS 
HWovy Cells): ~ .. i Rvitch Viewports bs a Commands 
wlear. Cell (s) BroxRecaloulate 4 avi ronaent Commands 


Qtr 4s Y Total Qtr i Qtr 2 Ate 3 tr 4 
35008, 88 110000. 88 WR) 50408.88 68498,08 6. @ 


BB8.88 25088, BB 
ae he 12288.88 


3008.08 8808.8 
15708.08 46000 88 


19388.08 64008. 88 
4508, 08 





Ace Corporation’s second year forecast 
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Ifyou would like to see what would happen if costs also increased 
at a 20 percent quarterly rate, you can copy the formulas down the 
length of the columns with one block copy. 


Titles and Viewports 


You have probably realized by now that it would be easy to get lost 
working on a large spreadsheet. Just by adding a second year to this 
spreadsheet, you find yourself “up a row without a label”, trying to 
remember which row was sales and which was overhead. 


The Spreadsheet Service provides a way to avoid getting lost or 
having to keep scrolling back and forth to look at your labels. It 
allows you to specify rows or columns of labels you want to remain 
on your screen even if you scroll beyond the part of the spreadsheet 
in which they appear. 


To see how it works, and to spare unnecessary confusion, let’s try 
stipulating that we want the labels in column 1 displayed on the 
screen no matter how far away we scroll. First move the cursor back 
to column 2. You want it positioned not directly over but just to the 
right of the column you want to remain on the screen. 


Now press [F8] and select Titles from the list of Spreadsheet 
Commands. You are given a choice of fixing titles at the top of 
your screen (Horizontal), at the left of your screen (Vertical), or 
both. At the moment, we’re interested in keeping the labels on the 
left in view, so select vertical: Scroll back to the year end totals for 
your projected year. The titles remain on the screen so that you can 
tell what the numbers mean. 


When you are working with a large spreadsheet, the Spreadsheet 
Service also lets you look at two different parts of the spreadsheet at 
a time. The Viewport command allows you to split your screen 
either vertically or horizontally. You can move the cursor from one 
viewport to the other simply by pressing [F5]. And you can “link” 
the two viewports, so that they scroll in unison. This allows you, 
for instance, to scroll from top to bottom of a spreadsheet and look 
at both ends of each row simultaneously. 
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i ae Ace Corporation. 


3 Qtr J Qtir2 Ate 3 
20008. 28 4 Sales 20800.62 25008.08 30008.08 


6 Raw Material 4000.08 6 Raw Material 4008.08 . 5008.08 7000.08 
7 Labor 7 Labor 2 Bg 


2000. 9 8.08 2500.00 | 4aaa. 69 
8 Qerhead 1500,88 8 Qverhead 1500.88 2000.08 2300.68 
9 Cost-Total 7300.80 9 Cost Total 7360.80 950008 13360°00 
1 Gro i 12508.08 11 Gross Margi 12568.86 15508.08 16768. 80 
ie esas Aesi8 EOE te Sotas Mamsin — 19590.09 25508.00 16700.8 





Spreadsheet with Vertical Viewpoints 


Overlays and Imports 


In order to see how this might work, you need a spreadsheet bigger 
than the one you have been working with. Let’s expand it quickly 
by using another of the commands you haven't tried yet. First save 
on your disk the spreadsheet you have on the screen. Then move 
the cursor back to column 1 and down several rows below the 
bottom of your spreadsheet. Now press [F7] and [0] to select 
Overlay from the list of File/Print Commands. In response to the 
prompt Enter Name, give the name of the spreadsheet you just 
saved and press [|]. The entire spreadsheet will be duplicated in 
this new section of the spreadsheet. 
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-You can use the Overlay command much as you would use the 
command Insert Block in the Document Service, as a way to 
combine two pieces of work into one file. If, for some reason, you 
do not position your cursor in an empty area on the spreadsheet, 
any cells that contain information will not be overwritten by the 
spreadsheet you are overlaying from the disk. 


A similar command, Import, allows you to add to your spreadsheet 
a file that was not created in the Spreadsheet Service. All words 
that appear in the file will be entered into the spreadsheet as labels 
and all numbers as values. A phrase enclosed in double quotes will 
become a label, even if includes a number. Typically, this command 
might be used to incorporate material transmitted to Connection 
through the Communications Service, or created using the 
Document Service. 


More on Viewports 


For now, just try using the larger spreadsheet you have created to 
play with Viewports. Press [F8] and viewports from the list of 
Spreadsheet Commands. Try dividing your spreadsheet both 
vertically and hayizontally (you will need to clear the first viewports 
before you enter the second). You will see that your viewports are 
linked unless you specify you want them unlinked. 


You would need a much bigger spreadsheet to really work with 
viewports. And you have now learned all you need to know to create 
and use a much bigger spreadsheet. All you really need now to 
become a spreadsheet expert is practice. 
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Spreadsheet Shortcuts 


You can move around your spreadsheet quickly by using the 
following cursor key combinations: 


Press 


[End] [—] 
[End] [—] 
[End] 1 
[End] [1] 

[End] [End] [~] 


[End] [End] [-] 
[End] [End] [1] 
[End] [End] [t] 
eu 


[End] [Pg Up] 
{End] [Pg Dn] 


Spreadsheet Functions 


Result 


Scrolls one page to the right 
Scrolls one page to the left 
Cursor to top of Screen 
Cursor to bottom of screen 
Cursor moves to the right-most 
cell you have used 

Cursor moves to the left-most 
cell (column 1) 

Cursor moves to the bottom- 
most cell you have used 
Cursor moves to top-most cell 
(row 1) 
Scrolls up one screen 

Scrolls down one screen 

To top of spreadsheet 

To bottom-most used cell 


In addition to the Sum function, the are many additional functions 
that allow you to build quite sophisticated spreadsheets. These 
functions are all summarized in Appendix A, and explained in 


Appendix C. 
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Spreadsheet Size 


There is a limit as to how large your spreadsheets can be. To find 
out how much of the available space you have used in your 
spreadsheet press [F8] and select the Space command. Note that 
when you clear cells, Connection does not reclaim the unused 
space. To get this unused space back, save your spreadsheet and 
then retrieve it. The space that you freed up by clearing cells will 
now be available to you to increase the size of your spreadsheet. 


Advanced Print Commands 


All of the advanced formatting embedded commands that apply in 
the Document service can be used in the Spreadsheet service. These 
commands are described in Chapter 8. To use an embedded 
advanced formatting command in the Spreadsheet service, simply 
type the command into a cell in the spreadsheet, just as you would 
type it into a document in the Document service. 
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THE COMMUNICATIONS 
SERVICE 


INTRODUCTION 


Communications between your personal computer and other 
computers can take many forms. Following are several examples: 


= A business person might use a personal computer to call a 
national information service! for stock quotes and corporate 
profiles. 


a An engineer might work at home by calling the mainframe 
computer at the office and using the mainframe to process 
computer programs. 


= Astudent might call a bibliographic retrieval service to search 
through an index of articles on current events in the Middle 
East, and then read abstracts of some of the articles. 


a A financial analyst might write a report and use a personal 
computer to send the report to a client’s electronic mailbox. The 
analyst might be in New York, the client in Idaho, and the 
mailbox might be at a national information service in California. 


‘National information services that Connection helps you communicate with include THE SOURCE™, 
America’s Information Utility, CompuServe® Information Service, Dow Jones News/Retrieval Service® , 
Knowledge Index® , and others. These services provide news, financial information. corporate profiles, 
electronic banking and shopping. travel schedules and fares, electronic encyclopedias and bibliographies, 
electronic games, theater, book, movie and restaurant reviews, specialized and consumer publications, 
personal computing services. electronic mail. and bulletin boards. 


What Does the Communications Service Do? 


The Communications Service allows your computer to exchange 
messages with other.computers. The first task of the 
Communications Service is to help you set up your personal 
computer so that it can establish the proper connection with the 
particular computer — or computers — with which you will 
communicate. 


The procedures for establishing such connections usually vary from 
one computer to the next. The Communications Service simplifies 
these procedures by making use of “log-in scripts.” Log-in scripts 
allow you to call a remote computer any time you wish by pressing 
a few keys, instead of typing many instructions every time you call. 
(We will use the term remote computer for any computer with 
which your computer communicates.) 


The Communications Service also helps you after you have 
established a connection. Once you are connected to the remote 
computer, you can do one, or a combination of the following: 


™ use any of the capabilities of the remote computer. For example, 
if the remote computer offers a news service, you might select 
some articles and read them on your screen. 


-m ask the Communications Service to receive information for you 
and save it on your disk. For example, if you come across a- 
particular news article you want to keep for future reference, the 
Communications Service can capture it for you as it comes over 
the phone line, and can save the article on your disk. 


a ask the Communications Service to send information from your 
computer to another. For example, you might send notices, 
reports, analyses and computer programs to a remote computer 
or to someone’s electronic mailbox on a remote computer. 
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-Communications and Documents 


For some tasks, the Communications Service works jointly with the 
Document Service. Some examples are: 


a After you receive information from a remote computer, the 
information becomes a document and is stored on your disk 
along with all your other documents. You can then switch to the 
Document Service, retrieve the information, and print it or edit it 
any way you wish. 


= Before you send information to a remote computer, you use the 
Document Service to write and edit it. The information you send 
is really a document just like all your other documents. 


a In the process of setting up your computer before you start 
communicating, you will use the Document Service to write 
login scripts. These are described in detail later in this chapter. 


Selecting the Communications Service 


To select the Communications Service, press [F10]. Then, either 
press C for communications, or press [—] or [--] until the blinking 
arrows point to Communications, and then press [J]. 


If a message in the dialog area asks whether you want to open a 


service, type Y. If another message states that there is Insufficient 
memory to open service, close a service according to the 


instructions in the chapter on the Connection Work 
Environment. 
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The Communications Service Screen 


Now that you have selected the Communications Service, your 
screen looks like this: 


setup Gonmunications Haibial Telephone ‘ end a tile 
Disconnect Modew Turn: Printer On i203 Receive a File 
se Log-in Script Break Action Environment Commands 





The Communications Service 
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GETTING READY 
TO COMMUNICATE 


In order to use your personal computer to communicate over 
telephone lines, you need the following equipment: 


= a free-standing modem, along with an RS-232 communications 
port. 


= ora board level modem, which is a printed circuit board that 
inserts inside your computer. 


Before you call a remote computer for the first time, you need to 
follow some set-up procedures. These are summarized below and 
explained on the following pages: 


1. Install your equipment. 
2. Obtain information about the remote computer(s). 
3. Use the Setup Communications command. 


4. Write a log-in script for each remote computer you will 
communicate with. 
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Step 1: Install the Equipment 


If you plan to use telephone lines for communication, install your 
modem according to the instructions that accompany it. If you will 
connect directly to another computer, install the cables between 
the two computers. Keep the equipment documentation handy, 
because you will need to refer to it to provide information to Con- 
nection. 


Step 2: Obtain Instructions for the Remote 
Computer 


If you plan to use a national information service, ask your local 
computer retailer how to open an account with the particular 
service. If you plan to use a computer other than an information 
service — for example, the central computer at your office or school 
— talk to the system manager to obtain communications 
instructions. 


In either case, you will probably receive an account number, a 
password, or other identification numbers. You will also need to 
find out the telephone number to call the remote computer. And 
you need to learn the procedures for logging in to the particular 
remote computer. Logging in is a process involving very precise 
steps by which you let the remote computer know that you are 
ready to begin communicating with it, and you receive verification 
that the computer is ready to talk to you. 


Step 3: Setup Communications 


Before you place a call to a computer, you need to provide certain 
technical information to Connection concerning the way you plan 
to communicate. You can give the information once, ask Connec- 
tion to save it, and you won’t need to provide it again. 
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To provide the information, press [F1]to give the command Setup 
Communications. A series of messages appears in the dialog area, 
asking you for technical specifications such as the baud rate (the 
speed at which data will be transmitted). The baud rate and the 
other specifications are determined by the remote computer and the 
capabilities of your modem. Therefore, if you aren’t sure how to 
reply to the prompts, consult the documentation for the computers 
with which you’ll communicate, and for your modem. 


After you reply to each prompt, the next one appears. The prompts 
are as follows: 


Select the baud rate: 
110 150 300 600 1200 2400 4800 9600 


Select the parity: 
None Odd Even 


Select the word length: 
7-bits 8-bits 


Select the stop bits: 
1-bit 2-bits 


Local Echo: 
Yes No 


The last prompt asks whether you want to 


Save new setup values on disk? 
Yes No 


Select Yes, and you won’t have to provide this setup information 
again. Of course, if you change to.a different modem or for any 
other reason need to change any setup values, you can always give 
the command again and save the new values. 
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Step 4: Write a Log-in Script for Each Remote 
Computer 


As we have mentioned, logging in to a remote computer involves a 
series of steps such as dialing the phone, waiting for a reply, typing 
an account number, a password, and other instructions. Instead of 
typing the same instructions at your keyboard every time you want 
to call the same computer, you can use a log-in script. 


A log-in script is a document that contains all the instructions 
necessary for calling a particular computer. You create the script by 
typing it once, saving it and giving it a name. From then on, you 
simply mention the name to Connection, and Connection 
carries out all the instructions for you. 


The log-in procedures vary from one computer to another. 
Therefore, you will need to write one log-in script for each different 
remote computer with which you plan to communicate. You can 
always write additional scripts later, if you decide to call additional 
computers. 


The next sections describe some special symbols you can include in 
log-in scripts, and are followed by a sample log-in script. 


Waiting for a Specified Amount of Time to Pass 


In most cases you will need to tell Connection to wait for a speci- 
fied amount of time before carrying out the next instruction in a 
log-in script. To do this, type the symbols {+, then type the amount 
of time — in units of one-hundredths of a second — and then end 
with the symbol }. For example, if you include the following in 
your log-in script 


INSTRUCTION 1 
{+50} 
INSTRUCTION 2 


Connection waits for one-half second (50/100 of a second) before 
it carries out the second instruction in the log-in script. 
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Waiting to Receive a Particular Character 


Often you will need to ask Connection to wait to receive a 
particular character from the remote computer before carrying out 
the next instruction in a log-in script. To do this, enclose the 
particular character in the symbols {= }. For example, if you need 
to wait for the remote computer's prompt, which is the character >, 
all you have to do is type {=>} in your log-in script. 


Control Codes 


Sometimes you will need to ask Connection to send or receive-a 
symbol such as a backspace or carriage return. These symbols are 
called control codes. You can’t enclose a carriage return in brackets. 
But you can enclose the ASCII value of a carriage return in 
brackets. (The carriage return key is the same as the enter key.) 


ASCII stands for the American Standard Code for Information Inter- 
change. It is a standard system that assigns a number from 0 to 127 
to every key you can type at your keyboard, including upper and 
lower case letters, symbols (such as @), numbers, and control 
codes. If you look at the ASCII Character Chart in your BASIC 
manual you will see that 13 is the decimal number assigned to the 
carriage return. (The ASCII chart also lists hexadecimal numbers, 
which you can ignore.) 


So, to tell Connection to wait until a remote computer sends a 
carriage return you would type the following in your log-in script: 


{=13} 
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Sending Control Codes 


You just learned how to include in a log-in script an instruction for 
Connection to wait for a control code from a remote computer. 


To include an instruction for Connection to send a control code 
to a remote computer, enclose the code in these symbols: {# }. For 
example, to send a carriage return, you could type: 


{#13} 


A Sample Log-in Script 


Following is the procedure we used to write a log-in script to con- 
nect our Connection to THE SOURCE. Keep in mind that your 
scripts will vary according to the requirements of the computers 
you communicate with. 


As we have said, a log-in script is a document. So we switched to 
the Document Service to write one by pressing [F10], then typing D, 
for Documents. If asked whether we want to open a new service, 
we type Y. If informed that there is insufficient memory to open 
service, we close a service (other than Communications) according 
to the instructions in the chapter on the Connection Work 
Environment. 


Then we typed the following log-in script, just as you would type 
any other document. 


We typed this: The meaning of what we typed 
is this: 
AT DT 6681420[_!] AT gets the attention of our Hayes 


Smartmodem™, DT tells it to tone- 
dial the phone, and 6681420 is the 
local phone number that the 
modem dials to reach THE 
SOURCE. The modem expects us to 
end this line by pressing the enter 
key. 
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{=} {+1003 [] 


{#13} {+100} {#13}[ J] 


{==} {=100} O1[] 


This line first asks Connection to 
wait until THE SOURCE sends us 
the word CONNECT. We could have 
asked it to wait for {=C} {=0} {=N} 
{=N} {=E} {=C} {=T}. But whenever 
we want to wait for an entire word 
or phrase, it is easier to: type just 
the last letter. After waiting to 
receive the word CONNECT, we ask 
Connection to wait for a one- 
second time interval. You must 
insert a delay between the moment 
Connection receives a character 
and the moment it sends another 
one. 


Now that the call is successfully 
placed, THE SOURCE expects us to 
press the enter key twice. We insert 
a one second wait between codes 
sent back to THE SOURCE. This is 
generally a good practice, letters 
and codes that do not belong to the 
same word should be sent back 
with a time delay separating them. 


This instructs Connection to wait 
for THE SOURCE to send the 
message TERMINAL-=. Then it 
sends to THE SOURCE the number 
that identifies the type of terminal 
we are using. Our terminal 
identifier happens to be D1. Again, 
we insert a time delay between 
characters to be received and 
characters and codes to be sent 
out. 
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{=@} {+100} C 30149[] This line instructs Connection to 
wait for THE SOURCE to send the 
@ symbol. Then it waits one 
second and sends to THE SOURCE 
the number that identifies the 
particular Source Computer system 
we use. The computer number 


happens to be C 30149. 
{=>} {+100} 1D ABC123 This line instructs Connection to 
UVWXYZ [—] wait for THE SOURCE’s prompt, 


which is the > symbol. Then it 
waits one second and sends to THE 
SOURCE our identification number 
and password. 


If you make any errors while typing a script, you can edit it just as 
you would edit any other document. When you are done, save it 
just as you would save any other document: press [F7] and select 
Save. When we were prompted to Enter name for our log-in script, 
we typed CALL-SRC, and then pressed [I]. 


After writing our log-in script we switched back to the 
Communications Service by pressing [F10], C. 
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USING COMMUNICATIONS 


After completing the set-up steps outlined in the previous section of 
this chapter, you are ready to communicate with other computers. 
This section describes how to: 


u place calls to remote computers 
a receive files from remote computers and store them on your disk 
m send files to remote computers 


m end communication sessions 


Placing Calls to Remote Computers 


In the last section you learned how to write log-in scripts. Now, to 
place a call to a remote computer, all you have to do is provide 
Connection with the name of the appropriate script, as follows. 


Using the Communications Service, press [F3], the key that 
corresponds to Use Log-in Script. A message in the dialog area 
asks you to 


Enter name: 


Type the name of the log-in script you wish to use and then press 
[!]. For example, to use the script we wrote in the previous 
section of this chapter, we would type CALL-SRC, and then [J]. 
Connection would then dial the phone and log on to THE 
SOURCE. You should use your own script — not the sample CALL- 
SRC—because you have your own password and other instructions. 


If you don’t remember the exact name of your log-in script, you can 
consult the directory as you do when you use the Document, Data 
Base, or Spreadsheet Services. For example, after you press [F3] and 


I 
~d 
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are prompted for the script name, press [t]. A directory of all 
documents, including log-in scripts, appears in a box at the right of 
your screen. Press the cursor keys until the cursor rests on the 
name of the log-in script you need to use. Then press {] and 
Connection will find your log-in script. 


After you enter the name of the log-in script, the script’s 
instructions and the remote computer’s replies appear on your 
screen, one by one. For example, the following chart shows what . 
we see on our screen when we use the sample script CALL-SRC. 


These lines appear on 
the screen, one by one: 


AT DP 6681420 


CONNECT 


TERMINAL =D1 


@C 30149 


30149 CONNECTED 
CONNECTED TO THE SOURCE 


The lines indicate: 


Our request to the modem to 
dial the phone. 


The message that tells us the 
phone was dialed successfully. 


The two blank lines we entered. 


THE SOURCE’s prompt, 
TERMINAL =, and our reply, 
D1. 


THE SOURCE’s prompt, @, 
asking us for our computer 
system number, and our reply, 


C 30149. 


THE SOURCE’s 

messages to us, letting us know 
we have established a 
connection. 


Using Communications 7-15 











>ID ABC123 UVWXYZ THE SOURCE’s prompt, >, 
asking us for our identification 
number and password, and our 
reply, ABC123 UVWXYZ. 


WELCOME, YOU ARE THE SOURCE’s 

CONNECTED TO message that lets us know 

THE SOURCE that the log-in procedure is 
complete. 


Overriding a Request to Wait 


Your log-in script most likely includes instructions for Connection 
to wait a specified amount of time or wait for the remote computer 
to send a particular character before continuing. If for any reason 
you want to skip the waiting period, you can press the [Esc] key 
when the appropriate instruction appears on your screen. 


Once You Have Made the Connection 


After you place your call successfully, the remote computer deter- 
mines the procedures you should follow to access information on 
that particular computer. For example, information services each 
have their own system of menus and commands that you use to 
access news reports, financiai figures, electronic games, bulletin 
boards, or whatever information the particular computer system 
that you plan to call. 
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Receiving Files 


When you communicate with a remote computer, all the messages 
exchanged between the two computers appear on your screen. 
When your screen fills, the information scrolls upward — the words 
at the top disappear to make space for new words at the bottom. In 
some cases, you will want to capture the information as it comes 
across your screen instead of letting it scroll by. The process of cap- 
turing this information and saving it on your disk is called receiv- 
ing a file. 


Following are some situations in which you would want to receive a 
file: 


m You are using a research service and you come across an article 
of particular interest. You receive the article. 


w You are connected to a news service and an up-to-the-minute 
news report comes across your screen. You receive the news 
report. 


s You are connected to a central computer at your school or labor- 
atory and you receive a file that consists of the source code for a 
computer program you need to work on. 


You can instruct Connection to receive a file at any time while 
you are connected to a remote computer. When you are ready, press 
[F8], the key that corresponds to the command Receive a File. A 
message in the dialog area asks you to Enter name: 


Decide on a name to assign to the file you will receive. Type the 
name, then press [._!]. (The next time you give the command 
Receive a File, Connection remembers the previous file name 
you entered and proposes it along with the prompt. If you wish to 
use the same name again, simply press [_]]. If not, erase the old 
name and type a new one, or use overstrike mode to type the new 
name over the old one.) 
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After you instruct Connection to receive a file, the dialog area 
shows the message Receiving. . .and all subsequent information 
that comes across the work area of your screen will be saved on 
your disk under the file name you just entered. Press the [Ese] key 
to stop receiving, for example, when you reach the end of the arti- 
cle, news report, computer program, or whatever information you 
wanted to capture and save. 


After you receive a file, Connection treats it like a document. You 
can use the Document Service to retrieve it, read it, edit it, or print 
it. 

If you select another service while the Communications Service is 
in the process of receiving a file, the reception is suspended. The 
reception automatically resumes as soon as you switch back to the 
Communications Service. 


Capturing Information To Your Printer 


Press [F5] to print data at the same time that you see it being 
received as it scrolls on the screen. The [F5] key acts as a toggle 
switch. 


Sending Files 


Suppose you are a financial analyst. You used the Document 
Service to write a report and now you need to send the report to a 
client’s electronic mailbox at one of the national information 
services. Or you are an engineer who used the Document Service to 
write a computer program and now you are ready to send the 
program to the central computer at work. 


These tasks involve sending a file to a remote computer. You can 
send a file any time while you are connected to the remote 
computer. 


When you are ready, press [F7], the key that corresponds to the 
command Send a File. A message in the dialog area prompts you to 
Enter name: 


7-18 The Communications Service 


Type the name of the document you want to send and press [.J]. As 
with other commands, you can press [t] to use the directory instead 
of typing the file name. 

The dialog area shows the message Sending. . . while the 
Communications Service is in the process of sending the file. If you 
want to stop the service from sending the file before it is finished, 
press the [Esc] key. 


If you select another service while the Communications Service is 
in the process of sending a file, the transmission is suspended. The 
transmission automatically resumes as soon as you switch back to 
the Communications Service. 


Sending a Break Signal 


Press [F6] to send a BREAK character to the host system. On host 
systems that recognize the break signal, this signal will cause the 
host to stop what it is doing and respond to you. © 


Ending Communication 


When you are done communicating with aremote computer, press 
[F2], the key that corresponds to the command Disconnect 
Modem. 


Dialing the Telephone 


To dial the telephone directly from the communications service 
without having to use a log-in script, press [F4] and type in the 
phone number. Connection will refer to the TEL:S file on your 
program disk to determine what codes to send to your modem. 
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Advanced Features 


You can set the serial port values automatically, if you choose, by 
including a command in the first line of your log-in script. The 
format of the command is: 


{@baudrate, parity, datasize,stopbits} 


Baudrate can vary from 110 baud to 9600 baud. 

Parity can be N (no parity), E (even parity) or O (odd parity). 
Datasize can be 7 or 8 data bits. 

Stopbits can be 1 or 2 stop bits. 


For example, the command {@300,N,7,2} sets the serial port to 300 
baud, no parity, 7 data bits and 2 stop bits. 


XON and XOFF 


By pressing [CTRL S] you make Connection generate an XOFF 
signal. This causes a pause in the transmission. 


By pressing [CTRL Q] you make Connection generate an XON 
signal. This resumes the transmission. 
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ADVANCED 
FORMATTING 
COMMANDS 


You have learned how to control the appearance of a document by 
using margins, tabs, line spacing, and centering. You also know 
how to contro! margins when you print spreadsheets. 


Connection provides you with an additional set of commands for 
controlling the appearance of printed pages. They are called 
embedded formatting commands, because you embed them in 
your document or spreadsheet, as you will! see. We also refer to 
them sometimes as advanced formatting commands. to let you 
know that they are used for more complicated tasks. 


You can use embedded commands for: 

ws Including the date in your document or spreadsheet 

w Including documents in other documents 

n Creating headers and footers that appear on every page 
a Numbering pages, tables, figures automatically 


a And more... 











Procedure for Embedding Commands 


To embed a command, move the cursor to the position in your 
document or spreadsheet where you want the command to go. 
Press [F8], then select Embedded Commands. The following prompt 
appears in the dialog area: 


Enter embedded commana: 


In reply to the prompt, enter any one of the commands described in 
this chapter. For example, you might enter New Page [.!]. After 
you enter the command, it appears in your text, like this: 


My next sentence introduces a new topic, and | want it to 
begin on a new page. So! will embed the new page command. 
<.New Page> 

Now | will introduce my new topic. When this is printed, my 
new topic will start on a new page. The words “.New Page” 
appear on the screen right now, but they won’t show up in my 
printed document. 


The printed document would consist of two pages that would look 
like this: 
Pagel... 


My next sentence introduces a new topic, and | want it to 
begin on a new page. So now | will embed the new page 
command. 

Page2... 


Now ! will introduce my new topic. When this is printed, my 
new topic will start on anew page... 


8-2 Advanced Formatting Commands 











You can use upper case, lower case, or a combination to enter 
embedded commands. In addition, you can use the command 
initials instead of the full name, as long as you type a space 
between words. You can even type the <. and > that surround the 
command instead of pressing the [F8] key to ask Connection to 
enter the symbols for you. For example, you can enter any one of 
the following: 


Press [F8] and enter Or, don’t press [F 8]; type 
one of these in the one of these in the document 
dialog area: or spreadsheet: 

NEW PAGE NP <.NEW PAGE> 

new page np <.new page> 

new PAGE nP <.new PAGE> 

New Page Np <.New Page> 


CAUTION: You can use any type style when you type a formatting 
command. But you can not use a combination of type styles in one 
formatting command, or Connection will misinterpret the 
command. For example: 


These are legal: These are not legal: 
<new page> <.new page> 
<.NEW PAGE> <.new page> 


Following is a description of each of the embedded formatting 
commands. 


Compressed Type 


Embed the command <.Compressed Type> if you want to 
instruct the printer to use compressed mode for printing a 
document or spreadsheet. 
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Date Today 


Wherever you embed the command <.Date Today>, Connection 
inserts the current date. For example, you might compose a form 
letter that looks like the one below. When you merge the letter 
with data base records and print it, the current date is printed. 


Seegood &ptometrists MainStreet Elmhurst, New York 


<.Date Today> 


<’Name> 
<’Address> 
<City>, <State><’Zip> 


Dear <’Name>... 


Draft Quality / Letter Quality 


If you embed the command <.Draft Quality> at the beginning of a 
document or spreadsheet, your printer will use draft quality mode. 
If you embed the command <.Letter Quality> at the beginning of 
a document or spreadsheet, your printer will use letter quality 
mode. 


Lines Needed 


The Lines Needed command starts text on a new page only if there 
isn’t enough space on the current page to fit your text. 


For example, suppose you create a document that consists of sev- 
eral pages of text, followed by a table. The table is 20 lines long. 
You don’t know exactly where on a page the text will end and the 
table will begin. You don’t want the table to begin at the bottom of 
one page and continue on the next page. So, just before the table, 
embed the command <.Lines Needed 20>. 
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New Page 


The New Page command tells the printer to start subsequent text 
on a new page, even if it hasn’t reached the bottom margin of the 
current page. 


From Page / To Page 


These commands instruct your printer to print a particular part of a 
document or spreadsheet, rather than the whole thing. For exam- 
ple, you might have a ten-page report. You make a few editing 
changes in the middle of the report and you don’t have time to 
reprint the whole report. To print pages four through six, type this 
at the beginning of the document: 


<.From Page 4><.To Page 6> 


Then press [F7], P to print the document. 


You can use either the From Page or To Page command aione, if 
you wish. For example, if you want to print from page 8 to the end 
of the document, you would simply embed this command: 


<.From Page 8> 


Headers and Footers 


A header is one line of text you print at the top of every page of 
your document or-spreadsheet. A footer is one line of text you print 
at the bottom of every page. Headers and footers often include the 
title of your document or spreadsheet and the current page number. 


When you embed a header or foster command once at the 
beginning of the document or spreadsheet, Connection will print 
the header or footer on every page. 


You must begin and end the text of your header or footer with a 
single quote mark, for example: <.Header Text ‘Chapter 1'>. 
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You can divide the text into several sections that will be equally 
spaced on the page. Use the \ symbol to mark the sections, for 
example: <.Header Text Chapter 1\ Page 1\ Sunset’>. 


The resulting header will look like this: 
Chapter 1 Page 1 Sunset 


All together there are ten header and footer commands you can use. 
They are listed below. The simplest types of headers and footers use 
only the commands for Footer Text or Header Text, as does the 
“Sunset” header above. 


Several of the other commands are for specifying header and footer 
type styles and margins. If you don’t specify these formats, Connec- 
tion uses the roman type style, and prints headers three lines 
above the top margin, and footers three lines below the bottom 
margin. 


The rest of the commands are for specifying one line of header or 
footer text on odd-numbered pages, and a different header or footer 
text on even-numbered pages. These are sometimes used for 
documents such as books where pages are printed on both sides of 
the sheets of paper. 


The following table lists all the embedded commands available for 
specifying headers and footers. 


Header and Footer Formatting Commands 
Command Name Purpose 


Footer Margin Specifies the number of lines between the 
bottom of the text area and the footer. (The 
footer margin must be less than the bottom 
margin.) 


Footer Text Specifies the text of a footer. 
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Header Margin Specifies the number of blank lines between 
the top edge of the page and the header. (The 
header margin must be less than the top 


margin.) 

Header Text Specifies the text of a header. 

Odd Footer Text Specifies the text of footers on all odd- 
numbered pages 

Odd Header Text Specifies the text of headers on all odd- 
numbered pages. 

Even Footer Text Specifies the text of footers.on all even- 
numbered pages. 


Even Header Text Specifies the text of headers on all even- 
numbered pages. 


Note: To obtain different type styles for your headers and footers, 
use the [F5] Set Type Style command and type the header or 
footer using the appropriate type style. 


Numbering 


You may want to include the page number in the footer or header 
on every page. You can use the numbering command to print the 


number “1” on the first page, “2” on the second page and so forth. 
Likewise, you can use this command to automatically number all 


the tables and figures in your document, to number enumerated 
lists, chapters, sections, and anything else you wish to number. 


Here is the procedure: 
1. Choose a counter for each entity that you wish to number. 


A counter can be any character from “a” to “z’. For your 
convenience, you might assign the counter “p” to pages, “c” 
to chapters, “f’ to figures, “‘t” to tables, and “I” to lists. You 
might assign “x” to main heading numbers, “y” to second- 
level heading numbers, and “z” to third-level heading 
numbers. 
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2. Use the numbering command to assign a starting number to 
each of your counters. You usually embed these assignments 
at the beginning of your document. If you do not assign a 
starting number, Connection assigns “1” to each counter. 
Assign the starting number with an embedded command that 
starts with a # symbol like this: 


<#t=1> 


3. You can reference a counter in one of several ways: 


a. To print the current number of a counter, for example to 
label the first table Table 1. you would type: 


Table <.#t> 


b. When you get to the next table, you would add one to 
the counter and print the new number as follows: 


Table <#t+> 


c. To add one to the counter without printing it, you would 
tyne: 


<A S 


The advantage of using automatic numbering is that you can insert 
or delete a new page, table, figure, etc.. without re-typing all 
preceding and subsequent page numbers, table numbers, figure 
numbers, etc. 


This command is most often used for numbering pages. For 
convenience, Connection automaticaliv increments the counter 
“Dp”. 

When you use 2 numbering command alone, always include a 
period after the opening bracket, e.g.: <.#p>>. However, when you 
include the numbering command inside a header or footer, do not 
include the period that usually follows the <. 
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For example, a page number inside a header might look like this: 
<.Header Text Chapter 1\ Page <#p>\Sunset’>. 

The header on the first page would look like this: 

Chapter 1 Page 1 Sunset 
The header on the second page would look like this: 


Chapter 1 Page 2 Sunset 


Include Document 


Suppose you are composing your company’s annual report. The 
report consists of many short sections. For you own convenience, 
you have decided to make each section a separate document. These 
are the documents you have created. 


INTRO INVEST 
REPORT SUMMARY 
BALANCE 


Now you want to print the entire annual report. You can create one: 
big document — we’ll call it ANNUAL — that includes all the 
small documents. ANNUAL looks like this: 


<.INCLUDE DOCUMENT INTRO><.INCLUDE DOCUMENT 


REPORT> <.INCLUDE DOCUMENT BALANCE><.! D INVEST> 
<.1 D SUMMARY> 
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If you want to number all the pages in the report, you might add a 
footer at the beginning of ANNUAL, like this: 


<.FOOTER TEXT '<#P>'> <.INCLUDE DOCUMENT INTRO> 
<.INCLUDE DOCUMENT REPORT><.INCLUDE DOCUMENT 
BALANCE><.| D INVEST><.! D SUMMARY> 


Do not press the enter key to create line endings in ANNUAL. Let 
Connection break the lines, even if it does so in the middle of a 
command, as it did in the example above. 


Left Margin / Right Margin 


The most common way to set left and right margins when writing 
documents is to use the Document Commands by pressing [F8], 
Margins, Left and [F8], Margins, Right. 


You can also use formatting commands to set left and right 
margins. The formatting commands are <.Left Margin number> 
and <.Right Margin number>. To use these commands, type the 
name and then the number of the column where you want to set a 
margin. For example, to set the right margin to 132, type <.Right 
Margin 132>. 


These two formatting commands are more flexible — but also a bit 
more difficult to use — than the two document commands because 
they allow you to: 


w specify a right margin to hold up to 132 characters. You may 
require 132 characters when you use compressed type. The [F8] 
command allows a maximum of only 80 characters. 


m change from one set of margins within a document. For example, 
you might set one set of margins for a letterhead that includes 
expanded and compressed type, and another set of margins for 
the body of the letter. 


In situations other than the two just mentioned, it is easier to use 
the document commands for setting margins. The document 
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commands show your line endings and margins on the screen while 
you work, whereas the formatting commands do not show your line 
endings and margins until the document or spreadsheet is printed. 


Printer Command 


To send an instruction to your printer for which there is no 
formatting command, embed Printer Command, followed by a 
space and then the appropriate contro! sequence. Consult your 
printer manual for the control sequences your printer recognizes. 


Justify 


Use <.Justify> or <.J> to print your document with flush right 
hand margins (i.e., right justified). 


Left Align 
Use <.Left Align> or <.L A> to turn justification off. 


Output Disk 


Use <.Output Disk yourfile.ext> or <.0D yourfile.ext> to send 
all output to the file named yourfile.ext instead of the printer. 


Formfeed Disable 


Use <.Formfeed Disable> or <.F D> to suppress the sending of 
the form feed character to the printer. This is the default for all 
documents created. 


Advanced Formatting Commands 8-1] 











Formfeed Enabie 


Use <.Formfeed Enable> or <.F E> to cause the sending of the 
form feed character to the printer. This is typically used with a 
sheet feeder attached to your printer. 


Commands Especially For Merging Documents 
and Data 


The Data Base chapter describes how you can merge a template 


document with records from your data base in order to create 
personalized form letters, phone lists, and other reports. 


As described in that chapter, Connection provides commands 
especially for controlling the appearance of template documents. 
They are the Merge Commands and two Embedded Formatting 
Commands: Begin Repeat / End Repeat. Following are short 
descriptions of these commands. Refer to the Data Base chapter for 
more details. 


Record Merge Commands 


Record merge commands are simply data base labels, enclosed by 
the symbols: <’ and >. Wherever Connection finds a merge 

command in a document, it looks at a record, gets the data from 
the field you specified, and inserts that data into your document. 


In the example below, Connection looks at the company field in 
the first record of the data base, finds Elworthy Express, Inc.. and 
inserts that company name into the document. It goes on te find 
Elworthy Express’ phone number and inserts that. It goes on to do 
the same for each record in the data base (or each selected record, if 
you use search criteria). 
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Begin Repeat / End Repeat 


A common use of the Begin Repeat and End Repeat formatting 
commands is to create a list, such as a phone list or a parts list. All 
information typed between the two commands are repeated for 
every record that is merged. All information before Begin Repeat or 
after End Repeat is not repeated. 


The example below shows how you would write a template 
document to be merged with data base records in order to create a 
phone list. The words COMPANY and PHONE are to appear at the 
top of the list and are not repeated. Likewise, End of list is to 
appear at the bottom of the list and is not repeated. However, there 
will be many names, phone numbers, addresses and cities: one from 
each record merged with this document; therefore they are enclosed 
by the Begin Repeat and End Repeat commands. 


Template Document: 


COMPANY [=] PHONE 


<.Begin Repeat> 
<’Company>[=]<Phone> 
<.End Repeat> 


End of list 


If you use the Data Base Service to merge the template document 
with five records, the result looks like this: 


COMPANY PHONE 
Elworthy Express, Inc. {603) 668-4837 
Emerson Shipping Co. (617) 273-8737 
Greene Trucking Co. (603) 662-9873 
J&L Stationery (603) 989-8373 
Simmons Supplies (603) 662-8762 
End of list 
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Error Messages 


If you type a formatting command incorrectly and Connection 
isn’t able to interpret the command, this message appears on your 
printed page in place of the command: 


ee 


This error message usually occurs while performing a merge 
because Connection cannot recognize a field label that you 
entered into your template document. 


You can get a list of all the valid field labels for a data base using 
the following procedure: switch to the Document Service and 
retrieve a file called database.DB2, where database is the name of 
your data base. CAUTION: do not modify this file. 


The field labels in your template document should be entered 
exactly as they appear in this file. 


A Note About Brackets 


Whenever Connection sees <. in your document or spreadsheet, 
it interprets the characters as the beginning of a formatting 
command. Instead of printing <., it gets ready for the command. 
The same is true for the symbols <’, which signal the beginning of 
a record merge command. 


However, in some rare cases, you might want to print the symbols 
<. or <’. To indicate that you want to print the symbols rather 
than use them to indicate the beginning of a command, type the 
bracket twice, like this: 


<. 


As you type, you will see two brackets on the screen. But when the 
document or spreadsheet is printed, only one bracket appears. 


In addition to <. and <’, use this method if you need to print the 


character sequence <). The characters <) signal the beginning of 
certain commands that are not normally visible on the screen. 
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MEMORY KEYS 


You'll find that there are certain phrases and sequences of com- 
mands that you tend to type again and again. Your co-worker or 
neighbor probably has a different set of phrases and commands he 
or she types repeatedly. 


Memory keys provide a way to store such phrases and commands 
so that you can save yourself repetitive keystrokes. In the process of 
defining memory keys you will be customizing your copy of Connec- 
tion ‘to suit your own particular work needs. You can define addi- 


tional memory keys whenever you find the need for them in the 
course of your work. 


You may be familiar with the terms macro, macroinstruction, or 
programmable key. These are the same as memory keys. 


Following are several examples of how you might use memory keys. 











Storing a Phrase in a Memory Key 


When we wrote this book, we used a memory key as a short cut for 
typing the words “Connection.” Here’s what we did. Try it 
yourself. 


1. Press [Alt F10] (hold down the [Alt] key and then press [F10}). 
This lets Connection know you are about to define a memory 
key. A blinking spade symbol appears at the right of the dialog 
area to remind you that you are in the process of defining a 
memory key. 

2. Press [Alt E] to indicate that you are defining the memory key E. 

3. Type Connection. 


4, Press [Alt F10] to indicate that you are finished assigning the 
phrase Connection to the memory key [Alt E]. 


To use the memory key you just defined, press [Alt E]. Every time 
you press [Alt E], the phrase Connection appears in the work 
area of your screen. 


Storing Commands in a Memory Key 


You can include commands as well as phrases when you define 
memory keys. For example, here is how you would define the 
memory key [Alt D] so that it will delete words. 


1. Press [Ait F10] to begin defining the memory key. 
2. Press [Alt DJ to specify the memory key. 


3. Delete a word as follows. Press [F1] to Cut Block of Text. Press 
[End] [—] to go to the end of the word. Press enter twice — [_!] 
{1} — to finish giving the Cut command. 


. Press [Alt F10] to finish defining the memory key. 


> 
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Now, any time you need to delete a word, press {Alt D). 
Memory keys can perform tasks as complex as you wish. 


= You might define one key to search for all occurrences of a 
phrase in a document and replace them all, then go back to the 
home position, then search and replace another phrase, 
and so on. 


= To create a key you will use in the heading of every table in a 
document, you might define a key to switch to the bold type 
style, type the phrase Table <.#0>-<.#t> and switch back to the 
roman type style. 


m if you use the Data Base Service to dial the phone, and you usu- 
ally make long-distance calls, you might define a memory key to 
press [F6] and then select Far from the list of phone call 
options. 


Re-Defining Memory Keys 


If you are in the middle of defining a memory key and realize you've 
made a mistake, press [Alt F10] to stop. Then start over — press 

[Alt F10] to begin again, specify the same memory key again, and 
then type the correct instructions. End by pressing [Alt F10}. 


Similarly, if a memory key you defined previously is no longer use- 
ful and you would like to use that key for something else, just re- 
define it. 


Rules for Creating Memory Keys 


1. Amemory key always consists of the [Alt] key along with a 
letter, number, or certain symbols. 


2. System-wide memory keys consist of [Alt] along with one 
of the numbers 0 through 9, or the plus symbol (+) or minus 
symbol (-). This means, for example, that you can define one 
memory key to perform the same task regardless of what ser- 
vice you are currently using. 
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For example, if you define [Alt+] to select the next higher- 
numbered service, you use SPREADSHEET*4 and you press 
[Alt+], you will switch to SPREADSHEET®*5. If you are using 
COMMUNICATIONS £1 and you press [Alt+], you will switch to 
COMMUNICATIONS #2. 


Service-specific memory keys consist of [Alt] along with 
one of the letters, A through Z. This means that you can 
define a memory key, for example, [Alt D], to perform one task 
in a data base, and define the same key to perform a different 
task in a document. 


Memory keys are not case-sensitive. This means that [Alt d] is 
the same as [Alt D]. It doesn’t matter whether you press the 
[shift] or [caps lock] key when you define or use a 

memory key. 


The procedure for defining a memory key is: 


a. Press [Alt F10] to begin defining the memory key. 

b. Press [Alt] and the particular memory key you 
are defining. 

c. Type the word, phrase, or commands you wish to assign 
to the memory key. 

d. Press [Alt F10] to finish defining the memory key. 


The total number of keystrokes you can include in all your 
memory keys is 1000 for your personal computer, or 255 for 
your junior personal computer. There is no limit to the 
number of keystrokes you can assign to one memory key, as 
long as you don’t exceed the total for all memory keys. 
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Memory Key Sizes — A Technical Note 


After you have defined a number of memory keys, you may find that 
you cannot define any more. The memory keys that you define are 
stored in a file called KEY.S which is stored on your data disk. The 
reason that you cannot define new memory keys is that this file is 
full. If this situation occurs you can either increase the size of 
KEY.S, delete the file KEY.S and redefine all your memory keys, or 
redefine existing memory keys. You may for example, have defined 
a memory key called Alt A which you no longer need. You can 
re-use this name to create a new memory key. To delete KEY.S, 
select [F7] File/Print commands in the Document or Spreadsheet 
services and then select the Delete command. In reply to the 
prompt for a name enter KEY.S. A new KEYSS file will be 
automatically created for you when you start creating new memory 
keys. The maximum size of KEY.S is defined in the configuration 
file called OPTIONS.S described in Appendix B on configuring your 
Connection. 


Connection comes pre-configured with the following memory 
keys defined for your convenience in the Document Service: 


[Alt F] — moves the cursor forward one word 

[Alt R] — moves the cursor back (reverse) one word 

{Alt N] — moves the cursor forward to the next period in your 
document. : 

[Alt D] — deletes the word following the cursor 

{Alt L] — deletes from the cursor to the end of the line 


If you wish to re-define these memory keys to your own 
preferences, go ahead. If you need to re-create them, follow these 
steps: 


[Alt F] — [Alt F10] [Alt F] [End] [Right cursor] [Ait F10] 
[Ait R] — [Alt F10} [Alt R] [End] [Left cursor] [Alt F10} 
{Alt NJ — ee ay {Alt N] [F6] [.] [Return] [Return] [Return] 


[Alt D] — [Alt F10] [Alt D] [F1] [End] [Right cursor] [Return] 
[Return] [Alt F10} 

[Alt L] — [Alt F10] [Alt L] [F1] [End] [End] [Right cursor] 
[Return] [Return] [Alt F10] 
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Appendices 


APPENDIX A 
SUMMARY OF COMMANDS 


This appendix summarizes the Connection commands. If you 
need information on the general procedure for giving commands, 
refer to the chapter on the Connection Work Environment. If you 
need detailed information on a particular command, refer to the 
chapter that describes the appropriate service. 











COMMANDS TO OPEN 
AND SELECT SERVICES 


[F10] 
Documents Selects /opens Document Service. 
Data Base Selects /opens Data Base Service. 
Spreadsheet Selects /opens Spreadsheet Service. 
Communications Selects /opens Communications 

Service. 

Help Selects/opens Help Service. 
Exit Exits Connection. 

Or: 

[F10] 
[-] [-] (4) [1] Selects/opens the service the cursor 
then [J] points to 
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SUMMARY OF 
DOCUMENT SERVICE 
COMMANDS 


[F1] Cut Block of Text Removes a phrase, paragraph, or any 
sequence of characters from a 
document. You can save the block 
either temporarily or permanently. 
You can insert the block elsewhere 
by using the command Insert Block 
of Text. 


[F2] Copy Block of Text Makes a copy of a phrase, paragraph, 
or any sequence of characters in a 
document. You can save the block 
either temporarily or permanently. 
You can insert the block elsewhere 
with the command Insert Block of 
Text. 


[F3] Insert Block of Text —_ Inserts a phrase, paragraph, or any 
sequence of characters into a 


document. 
[F4] Toggle Underline Turns underlining on or off. 
[F5] Set Type Style Changes the type style to another of 


eight styles. 


{[F6] Search and Replace Searches for every occurrence of a 
phrase you specify and replaces it. 


[F7] File/Print Commands 


Save Saves a document on your disk. 
Retrieve Retrieves a document from your disk. 
Delete Erases a document from your disk. 


Command Summary A-3 


[F8] Document Commands 
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Print 
Halt Printer 


Center 
Tabs 


Line Spacing 


Margins 


Bottom Margin 
Top Margin 
Page Depth 


Left Margin 


Right Margin 
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Prints a document. Gives you the 
option to print multiple copies, and 
to use continuous form or single 
sheet paper. 


Stops the printing that is in 
progress. 


Centers the current line. 


Sets up to 20 tabs stops. Default tabs 
are every eight spaces. 


Sets line-spacing for the entire 
document. Choice of 1, 2, or 3. 
Default is 1. 


Sets the number of lines between the 
text and the bottom of the page. 
Default is 6 lines. 


Sets the number of lines between the 
text and the top of the page. Default 
is 6 lines. 


Sets maximum number of lines per 
page, including text, top and bottom 
margin. Default is 66. 


Sets left-most column for text. 
Default is column 6. 


Sets right-most column for text. 
Default is column 75. (A right 
margin of 75 allows text up to 
column 74. The last column is 
reserved for the line ending 
symbol.) 


a 
a eS 


ce 


Embedded Commands 
Prompts for embedded formatting 
commands. Provides delimiters. (See 
separate summary of embedded 
formatting commands.) 


Record Merge Prompts for a label. The data found 
in that field of data base records will 
be merged into the current 
document. (See the chapter on 
writing template documents to be 
merged with data base records.) 


Space Shows the number of characters 
used for the document you are 
currently working on, and the 
number of remaining characters 
allowed in the computer's memory 
for the document. (Also see 
Environment Commands, Disk 
Space.) 
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SUMMARY OF 


DATA BASE SERVICE 


Get Record 


Next 


Previous 


Select Index 


COMMANDS 


[F1] Index Commands 


This group of commands uses 
indexes to find records. (Each data 
base can have up to five index fields, 
commonly the person’s name, 


' company name, etc. Records in the 


data base are indexed alphabetically 
and numercially, according to each 


of these fields.) 


Displays the record indexed under 
the name, number, or phrase you 
specify. If you type part of a phrase 
(e.g. the first few letters), or if there 
is no exact match for the phrase you 
entered, the next record is 
displayed. 


Displays the record whose index 
alphanumerically follows the record 
on the screen. 


Displays the record whose index 
alphanumerically precedes the record 
on the screen. 


Allows you to select which of the five 
indexes to use. 


Define Function Key Defines F2 to be whichever Index 


Make Index 
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Command you use most 
often. 


Creates new indexes for the data 
base. 











[F2] Defined Index 
Command 


[F3] Undo Changes 
{[F4] Search Commands 


Enter Criteria 


Start Search 


Forward 
Backward 


Count 


Gets named record, next, or 
previous, whichever you have 
defined it to do. 


Undoes the changes made to the 
record currently on the screen. 


This group of commands uses search 
criteria to find records. 


Enters search criteria. The criteria 
remains in effect until it is erased or 
changed. It is used for searches, 
counting, and batch merges. If no 
search criteria is entered, all records 
are searched. 


Starts at the beginning of the data 
base (approximates the order in 
which the records were created), and 
displays the first record that meets 
the criteria. 


Displays the next record that meets 
the search criteria. 


Displays the previous record that met 
the search criteria. 


Counts all records in the data base 
that meet the search criteria. Displays 
total at the top right of the dialog 
area. (Counts all records in the data 
base if there is no search criteria.) 


Define Function Key Defines F5 to be whichever Search 


{[F5] Defined Search 
Command 


Cétnmand you use most often. 


Starts search, searches forward, or 
backward, whichever you defined it 
to do. 
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- [F6] Dial Telephone 


Interoffice 
Local 
Regional 
Far 
Non-Bell 


[F7] Print Commands 


Single Merge 


Batch Merge 


Print Record 
Halt Printer 


[F8] Data Base Commands 
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Create Record 


Delete Record 


Get Database 
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Dials the phone number of the record 
currently displayed. 


Select the type of call from the 
list. 


Merges a template document with the 


record currently displayed. If no 
document is specified, merges with 
the last-used displayed document. 


Merges a template document with all 
records that meet the search criteria. 
If no document is specified, merges 
with the last-used, displayed 
document. 


Prints the record currently displayed. 


Stops the printer. (Useful if you need 
to quit during a batch merge.) 


Displays a blank form on which to 
create a new record. New record will 
be automatically indexed and saved as 
soon as you give any another 
command. 


Deletes from disk the record currently 
displayed. 


Switches to a different data base. 











Export 


Import 


Creates a comma-delimited ASCII file 
from a Connection data base. 
Search criteria is active. 


Inserts comma-delimited records from 
an ASCII file to a Connection 
data base. 


Make New Database Makes a new, customized data base. 


While you are in the process of Making a New Data Base, these 


commands are available: 
[F1] - [F6] 


[F7] Define New Format 


{F8] Exit Data Base 
Maker 


Provide formats for drawing new data 
base record on the screen. 


Allows you to define a new format. 


Finishes making the new data 
base. 
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[F1] 


[F2] 


[F3] 
[FA] 
[F5] 


[F6] 


[F7] 


SUMMARY OF 
SPREADSHEET SERVICE 
COMMANDS 


Edit Cell 


Copy Cell(s) 


Clear Cell(s) 
GoTo 
Switch Viewports 


Recalculate 


File/Print Commands 


Save 
Retrieve 
Overlay 
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Allows you to edit contents of cell 
without retyping entire cell. 


Copies the specified cell(s) to a cell, 
row or part of a row, column or part of 
a column, or rectangular block of 
cells. Useful for copying formulas. 


Erases a cell or block of cells. 
Moves the cursor to the specified cell. 


Moves the cursor to the other 
viewport, if another viewport is open. 


Recalculates all cells in the 
spreadsheet. 


Saves a spreadsheet on disk. 
Retrieves a spreadsheet from disk. 


Inserts a spreadsheet from disk 
beginning at current cursor position. 
Doesn’t overwrite existing non-blank 
cells. 


Import 


Delete 
Copy to Document 


Go 


Define Area 








- Retrieves.an ASCII file from disk, and 


translate it into a spreadsheet, 
as follows: 


Imported File Spreadsheet File 
Leading spaces Ignored. 


Words that Become. 
begin with spreadsheet cell 
number 

Words that Become 

begin with spreadsheet 
non-numbers label. 

Phrases Become 
enclosed in Spreadsheet 


double quotes. _ label. 
Erases a spreadsheet from disk. 


Copies a spreadsheet to a document 
file, which can be retrieved in the 
Document Service, using Retrieve 
Document or Insert Block, or which 
can be used to print the file on 
another system. 


Sends the spreadsheet to the 


document file. 


Optional. Allows you to mark a 
portion of the spreadsheet to copy to 
a document file. After the area is 
copied once, the default area will be 
copied the next time unless this 
option is selected again. 

Default: the entire used portion of the 
spreadsheet is copied. 
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Set Margins 


Formulas 


Print 


Define Area 


Set Margins 
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Allows you to set margins. 

Defaults: top = 6, bottom = 6, page 
depth: = 66, left = 1, right = 80. Unlike 
word processor, you can use this 
command to set right margin up to 
132. (Note: if the spreadsheet is 
copied to the beginning of a 
document, the spreadsheet margins 
are used instead of the document 
margins; if the spreadsheet is copied 
to the middle or end of a document, 
the document margins are used.) 


Copies the underlying cell formulas to 
the file instead of the calculated cell 
values. After the spreadsheet is copied 
once, cell values will be copied the 
next time unless the formula option is 
selected again. 


Prints a spreadsheet. 


Sends the spreadsheet to the printer. 
Gives you the option of specifying the 
number of copies to print, and 
whether to use continuous form or 
single sheet paper. 


Optional. Allows you to mark a 
portion of a spreadsheet to print. After 
the area is printed once, the default 
area will be printed the next time 
unless this option is selected again. 
Default: the entire used portion of the 
spreadsheet is printed. 


Allows you to set margins. 
Defaults: top = 6, bottom = 6, page 
depth = 66, left = 1, right = 80. 
(Maximum right margin is 132.) 


Formulas Prints the underlying cell formulas 
instead of the calculated cell values. 
After the spreadsheet is printed once, 
cell values will be printed the next 
time unless the formula option is 
selected again. 


Halt Printer Stops the printer. 
{F8] Spreadsheet Commands 


Alignment 

Left Left-aligns labels in specified area. 

Right Right-aligns labels in specified area. 

Center Centers labels in specified area. 

Set Default Allows you to choose either left, right, 
or center alignment for all labels you 
enter anywhere in spreadsheet after 
you set this default. Otherwise default 
is left alignment. 

Number Style 

General Displays numbers with a variable, or 
floating, number of decimal places. 

Integer Displays numbers within specified 
area as integers. 

Dollar Displays numbers within specified 
area with two decimal places. 

Exponential Displays numbers within specified 
area in exponential notation. 

Fixed Displays numbers using the specified 
number of decimal places. 

Percent Displays numbers as percents. 
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Set Default 


Cell Widths 


Options 


Recalculation 
Mode 


Lock Cell{s) 
Unlock Cell(s) 
Rearrange 


Delete 


Column(s) 
Row(s) 


Insert 


Column(s) 
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Allows you to choose one of the 
above number styles for all numbers 
you enter anywhere in spreadsheet 
after you set this default. Otherwise, 
default is General. 


Allows you to specify column widths. 
(note: a labei can overflow a cell. If a 
number has more digits than the cell 
width, it is displayed as “********” 


Toggles recalculation mode between 
on and off. 

Default: on. When recalculation mode 
is off, you can use [F6] to recalculate 
all cells in the spreadsheet. 


Locks cell(s} in specified area. Editing . 
of those cells is prevented. 


Allows editing of cell(s) in specified 
area. 


All rearrange commands adjust cell 
references. 


Deletes specified number of columns, 
beginning at cursor position. 


Deletes specified number of rows, 
beginning at cursor position. 


Inserts specified number of rows in 
front of cursor position. 


A 











eee ne 


Row(s) 
Move 


Titles 


Horizontal 


Vertical 


Both 


Clear 
Viewports 


Horizontal 


Vertical 


Link 


Unlink 


Clear 


Inserts specified number of columns 
in front of cursor position. 


Moves specified rectangular area of 
cells to another location. 


Displays specified cells at top of 
screen, regardless of scrolling. 


Displays specified cells at left of 
screen, regardless of scrolling. 


Displays specified cells at top and left 
of screen, regardless of scrolling. 


Clears the current titles. 


Divides the screen horizontally at 
cursor position, to allow view of two 
portions of one spreadsheet 
simultaneously. 


Divides the screen vertically at cursor 
position, to allow view of two portions 
of one spreadsheet simultaneously. 


Causes vertical viewports to scroll in 
unison vertically. Causes horizontal 
viewports to scroll in unison 
horizontally. 


Prevents the inactive viewport from 
scrolling. 


Clears the currently inactive viewport. 
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Space 


Shows the number of characters used 
for the spreadsheet you are currently 
working on, and the number of 
remaining characters allowed in the 
computer's memory for the 
spreadsheet. (Also see Environment 
Commands, Disk Space.) 


While you are in the process of entering a formula, these commands 


are available to you: 
[F1] Edit Cursor Left 


[F2] Edit Cursor Right 


[F3] Abs/Rel Cell Ref 
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Moves the edit cursor to the left. (The 
left cursor key moves the cell cursor 
for use in pointing while entering 
formulas.) 


Moves the edit cursor to the right. 
(The right cursor key moves the 
cell cursor.) 


Toggles a cell reference in a formula 
from relative, to absolute, to 
combinations of relative and absolute 
row and column references. 














SUMMARY OF 
SPREADSHEET FUNCTIONS 


Mathematical Functions 


Argument requirements: x and n must be single values 


ABS(x) 
EXP(x) 
INT(x) 
LN(x) 
ROUND(x,n) 
SQRT(x) 


Logical Functions 


absolute value 
exponential 

integer part 

log base e 

round number to n digits 
square root 


Argument requirements: x, true-value, false-value, and cond must be 


single values. 


FALSE 
TRUE 


the value 0 (false) 
the value 1 (true) 


IF(cond, true-value, false-value) true-value if cond is TRUE; false- 


Special Funtions 


value if cond is FALSE 


Argument requirements: x, row, col*, v0, v1, v2, ... must be single 
values; range must be a multiple-cell range. 


CHOOSE(x,v0,v1,..vn) 
HLOOKUP(x,range,row# ) 
VLOOKUP(x,range,col#) 


select argument value 
horizontal table lookup 
vertical table lookup 
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Financial Functions 


Argument requirements: x, pmt, int, term, prn, and guess must be 
single values; range must be a multiple-cell range. 


IRR(guess,range) internal rat2 of return 
NPV(x,range) net present value. 
FV(pmt,int,term) future value 
PV(pmt,int,term) present value 
PMT(prn,int,term) mortgage payment 


Statistical Functions 


Argument requirements: Any number of arguments, of any type, may 
be included in the list. 


COUNT (list) number of items in list 
SUM(list) sum of all items in list 

AVG (list) average of all items in list 
MIN(list) minimum of all items in list 
MAX(list) maximum of all items in list 
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[F1] 


[F2] 


[F3] 


[F6] 


[F7] 


COMMUNICATIONS SERVICE 
COMMAND SUMMARY 


Setup Communications Sets up your Communications Service 
before you place a call to a remote 
computer. Provides Connection with 
technical information conceming the 
particular remote computer you will 
communicate with. Information 
includes: baud rate, parity, stop bits, 
word length, local echo. 


Disconnect Modem Ends communication with a remote 
computer by hanging up the 
telephone. 

Use Log-in Script Dials the phone and logs Connec- 


tion in to a remote computer, 
following the instructions you have 
previously listed in a document called 
a log-in script. Saves you the work of 
typing many login instructions every 
time you need to connect to a remote 
computer. 


Send a File Sends a file that you have previously 
created using the Document Service, 
to a remote computer. 


Receive a File Captures information sent by a remote 
: computer and saves it in a file on your 
disk. You can then use the Document 

Service to read, edit, or print the file. 
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SUMMARY OF 
HELP SERVICE 
COMMANDS 


[Fl] HELP - General Displays information on the general 
operation of Connection. 


[F2] HELP - Data Base Displays information on how to use 
the Data Base Service. 


[F3}] HELP - Documents Displays information on how to use 


the Document Service. 


[F4] HELP - Spreadsheet —_ Displays information on how to use 


the Spreadsheet Service. 
{[F5] HELP - 
Communications Displays information on how to use 
the Communications Service. 
[F6} HELP - Help Displays information on how to use 


the Help Service. 


[F7] Toggle Context-based Turns on and off context-based help. 
if you select the help service when 
context-based help is on, assistance is 
provided on a topic based on the work 
you were doing when you requested 
help. If you select help when context- 
based is turned off, the heip screen 
you used last is redisplayed. 
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SUMMARY OF 
ENVIRONMENT COMMANDS 


All Connection services include the following commands, except 


where noted. 


[F9] Environment Commands 


Erase Screen 


Window Size 


Top Half 
Bottom Half 


Full 
No Menu 


Set Colors 
Disk Space 


Close Service 


Erases the work area of the screen. 
(The Data Base and Help Services do 
not provide this command.) 


Adjusts the window to use the top 
half of the work area of the screen. 


Adjusts window to use bottom half of 
work area. 


Adjusts window to use full work area. 


Enlarges work area by erasing 
command menu. 


Allows you to specify which colors to 
use, if you have a color monitor. 


Shows the space remaining on your 


disk. 


Closes the service you are currently 
using. 
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SUMMARY OF 
FORMATTING COMMANDS 


<Compressed Type> 


<Date Today> 
<Draft Quality> 


<Even Footer Text ’text’> 
<Even Header Text ’text’> 


<.Footer Margin number> 


<.From Page number> 


<Footer Style number> 


<Footer Text ’text’> 
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Instructs the printer to use 
compressed type. 


Inserts today’s date. 


Instructs the printer to use draft 
quality mode. (Also see Letter 
Quality.) 


Specifies the text of footers on all 
even-numbered pages. (See other 
footer commands.) 


Specifies the text of headers on all 
even-numbered pages. (See other 
header commands.) 


Specifies the number of lines 
between the bottom of the text 
area and the footer. (The footer 
margin must be less than the 
bottom margin. Also see other 
footer commands.) 


Prints part of a document, 
beginning at the specified page 
number. (Also see To Page.) 


Specifies the number that 
corresponds to the type style ofa 
footer. (Also see other footer 
commands.) 


Specifies the text of a footer. (Also 
see other footer commands.) 


ee 


i 


eer 


<Formfeed Disable> 


<Formfeed Enable> 


<Header Margin number> 


<Header Style number> 


<Header Text ’text’> 
<Include Document name> 


<Justify> 


<Left Align> 


Suppresses the sending of the form 
feed character to the printer. This 
is the default for all documents 
created. 


Causes the sending of the form 
feed character to the printer. This 
is typically used with a sheet feeder 
attached to your printer. 


Specifies the number of lines 
between the top of the text area 
and the header. (The header 
margin must be less than the top 
margin. Also see other header 
commands.) 


Specifies the number that 
corresponds to the type style of a — 
header. (Also see other header 
commands.) 


Specifies the text of a header. (Also 
see other header commands.) 


Includes the named document in 
another document. 


Prints your document with flush 
right hand margins (i.e. right 
justified). 


Cancels right justification. 
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<Left Margin number> Sets the left margin to the specified 
column number. (Use only if 
Document Service left margin 
command is not 


adequate.) 

<Letter Quality> Instructs the printer to use letter 
quality mode. (Also see Draft 
Quality.) 

<.Lines Needed number> Instructs the printer to begin on 


new page if the lines remaining on 


the current page is less than the 
number of lines needed. (Also see 


New Page.) 


<New Page> Instructs the printer to begin a new 
page. (Also see Lines Needed.) 


<.#> (Automatic Numbering) Automatically numbers pages, 
figures, tables, etc. 


<.Odd Footer Text ’text’> Specifies the text of footers on all 
odd-numbered pages. (Also see 
other footer commands.) 


<.Odd Header Text ’text’> Specifies the text of headers on all 
odd-numbered pages. (Also see 
other header commands.) 


<Output Disk yourfile.ext> Sends all output to the file named 
yourfile instead of to the printer. 


<.Printer Command code> Sends a control sequence to the 
printer. 


<Right Margin number> Sets the right margin to the 
specified column number, up to 
column 132. (Use only if Document 
Service right margin command is 
not adequate.) 
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<.To Page number> Along with the “From Page” 
command, prints part of a 
document, from a specified 
page number, to a specified 
page number. 


Commands For Merging Documents and Data 


<Begin Repeat> Marks the beginning of a block of 
text to repeat. 

<.End Repeat> Marks the end of a block of text to 
repeat. 


<‘label> (Merge Commands) Insert data into a template 
document from the specified field 
in a data base record. 
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APPENDIX B 
CONFIGURING 
CONNECTION 


PRINTER SELECTION 


The printer configuration information is stored in the PRT.S file on 
your Connection disk. This file can be edited using the Document 
Service. 


The Connection comes pre-configured for an Epson MX80 printer. 
If you are using a different printer then you need to configure your 
copy of Connection for your printer. 


To find out what other printers Connection can easily be 
configured for, look at the directory of all the .PRT files on your 
Connection disk, as well as in your Connection Tutorial disk. 
To do this, your computer should be turned on and the A> prompt 
should be on your screen. Type DIR *.PRT [1]. You will see several 
files like these: 


OKI92.PRT 
NEC3510.PRT 
QUME12.PRT 

















To configure Connection to work with one of these printers, 
follow these steps. 


1. Remove the write protect tab from your Connection disk if it 
has one. 


bd 


. Place your Connection System disk or Backup disk in drive A 
and make drive A the default drive. (If you are using a hard disk- 
based system, then make drive C your default drive and switch to 
the directory containing Electric Desk.) 


Ww 


. Copy the appropriate printer file to PRT.S. For example if you 
want to configure your Connection to work with the OKI92 
(Okidata 92 printer) type the following: 


COPY OKI92.PRT PRT.S [.1]. 


. To install a printer file that is contained on your Connection 
Tutorial disk, insert your Connection System or Backup disk in 
Drive A and your Connection tutorial disk in Drive B. Copy the 
printer file by typing from the A> prompt: 


COPY B: XXXXX.PRT PRT.S 


If you are using a hard disk-based system, log onto your Connec- 
tion directory, place your Tutorial disk in the floppy drive and 
copy the appropriate printer file onto PRT.S on your hard disk. 


To install a printer that is not contained in the list of files with the 
-PRT extension, follow these steps. 


1, Open the Document Service and retrieve the file PRT.S . (Type 
[F7] [R] A:PRT.S [1] if you are using a floppy drive system. 
Type [F7] [R] PRT.S [—] if you are using a hard-disk based 
system. 


fs 


2. Refer to your printer manual to obtain the various decimal 
printer control codes needed by Connection. The list of codes 
needed by Connection can be obtained by reading the 
description contained in the PRT.S file. 
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. Edit the PRT.S file to contain these new codes and then save 
the file. Save the edited PRT.S file a second time under the 
name newprinter.PRT, where newprinter is the name of the 
printer that you have just installed. This will add your printer to 
the permanent collection of printers supported by Connection. 


a 


. If you are unable to find the decimal codes for your printer, then 
erase all the information in the existing PRT.S file and save it. 
This will create a printer configuration file that will work with 
most parallel printers, but will not give you any enhanced 
printing functions such as different type styles or underlining. 


THE DATA BASE SERVICE 


When you open the Data Base Service, Connection will 
automatically get the first data base named in the file DB_NAMES.S 
which is stored on your Connection data disk. 


When you open up your second Data Base Service, Connection 
will automatically get the second data base named in 
DB__NAMES.S and so on. 


You can customize this file using the Document Service. 
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DIALING THE TELEPHONE 


In the Data Base Service you have the option of having Connec- 
tion dial your telephone calls. Connection gives you a choice of 
several different phone calls. These are: 


= Interoffice 
m Local 

m Regional 
= Far 

mw Non-Bell 


When creating a new data base structure, the field in which the 
telephone number will be stored must contain ten spaces. They 
may be separated by whatever delimiter suits your needs. The 
delimiters however, must be entered using the same data type as 
the digits. 


The instructions that Connection sends to your auto dialing 
modem on how to make each of these types of phone calls are 
contained in the file called TEL.S which is contained on your 
Connection disk. This file can be edited using the Document 
Service. 


Asample TEL.S file is shown below: 


ATDT 

ATDT 

ATDT1 

ATDT1 - 

ATDT6689259,, ,, 50453003 


0 2#01000111 
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LINE 1 -- INTEROFFICE DIAL PREFIX 

LINE 2 -- LOCAL DIAL PREFIX ~ 

LINE 3 -- REGIONAL DIAL PREFIX 

LINE 4 -- LONG DISTANCE DIAL PREFIX 

LINE 5 -- NON-BELL DIAL PREFIX 

LINE 6 -- END OF CALL SUFFIX 

LINE 7 -- FIELD NAME OF PHONE NUMBER 

LINE 8 - PORT # OF AUTODIALER, INITIALIZING VALUE FOR 
SERIAL PORT 


This file has been set up for a Hayes Smart modem. If you are using 
a different modem, refer to the instructions for that modem. 


The first line of the file is the Interoffice prefix. It contains the 
modem instruction, AT, which gets the modem’s attention and 
then DT which instructs the modem to use tone dialing (use DP for 
pulse dialing). 


Line two is the Local Dial prefix. If your phone system requires that 
you dial 9 to get an outside line, then change this line to: ATDT9,,. 
The two commas instruct the Hayes modem to wait for two seconds 
before continuing to dial the number stored in the data base record. 


Line three is the Regional Dial prefix. The “1” shown at the end of 
the line is the prefix required to dia! in-state long distance calls. If 

your phone systems requires you to dial 9 for an outside line, then 

change this line to: ATDT9,,1. 


Line five is the prefix for using a Non-Bell service such as Sprint or 
MCI. The prefix instructs the modem to dial the service access 
number, then wait for five seconds before dialing the access code. 
The T before the access code instructs the Hayes modem to use 
tone dialing. 


Line six is the End of Call suffix. It instructs the Hayes modem to 
wait five seconds for someone to answer the phone. If the phone is 
not answered within that time it will hang up. The “H” is the 
‘instruction to hang up. 
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Line seven is the name of the field in your data base containing the 
phone number. 


Line eight is the port number of the autodialer and the initializing 
value for the serial port. The setting above indicates that the 
modem is attached to serial port number 0. The “2#” indicates that 
the initialization values for the serial port are in binary. These 
initialization values can be modified as follows: 


Note: Bit 0 is the right most value. Bit 7 is the left most value. 


Bits 0 and 1 10 7 data bits 
11 8 data bits 

Bit 2 0 1 stop bit 
1 2 stop bits 

Bits 3 and 4 00 no parity 


10 no parity 
01 odd parity 


11 even parity 
Bits 5, 6 and 7 C00 110 baud 
001 150 baud 
010 300 baud 
011 600 baud 


100 1200 baud 
101 2400 baud 
110 4800 baud 
111 9600 baud 
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CHANGING MEMORY KEY BUFFER 
SIZE AND DEFAULT SCREEN COLORS 


The amount of memory allocated for storage of memory keys is 
defined in the file OPTIONS.S, which is stored on your Connec- 
tion disk. This file can be edited using the Document Service. 


If you find that you are unable to define new memory keys because 
you have used up all available space, you can increase the amount 
of space allocated to memory key storage by changing the value in 
the OPTIONS:S file. The space that you choose to allocate for 
memory keys can be any number of bytes. But remember that the 
larger that you make the number, the less memory you will have 
available to work with when you are creating documents or 
spreadsheets. 


You can also change the default colors that Connection uses on a 
color monitor by editing the OPTIONS:S file. 
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THE CONFIG.SYS FILE 


If you plan to open several Data Base Services simultaneously, you 
will need to have a CONFIG.SYS file on your Connection disk that 
tells DOS that you plan to have a lot of files open simulteanously. If 
you already have a CONFIG.SYS on your Connection disk, add the 
following to the bottom of the file: 


Files=32 
Buffers=8 


If you do not already have a CONFIG.SYS file, then create one with 


the above information in it. You can use the Document Service to 
create or edit the file. You must have this file on the disk with 
which you boot your computer. If you are using a hard disk then 
you should put the file in the root directory. 
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APPENDIX C 
USING SPREADSHEET 
FUNCTIONS 


To enter a function in your spreadsheet, type + to get into Cell 
Pointing Mode. Type in the function name then type in the 
arguments to the function or use the cursor keys to point to cells 
that are arguments to your function. 


SYMBOL FUNCTION 


ABS(x) Returns absolute value of x 


ABS(23.4) — 23.4 
ABS(-13.5) — 13.5 


AVG (list) Avg of a list of values 


Returns the average of a range of cells. Multiple ranges can be 
entered with each range separated by a comma. Label cell entries 
count as zero. 


AVG(rlcl:ric4) — 2 if each cell in the range contains 2 


CHOOSE(x,v0,v1,v2,v3, ...v9) | Use the value x to choose a value 


If x is not a whole number, Connection ignores the fraction. You 
can choose from up to 9 different values. If x is less than 0 or 
greater than the number of choices N/A is retumed. 


CHOOSE(r1c1,34,65,78,12) — 34 (if rlcl = 0) 
CHOOSE(r1c1,34,65,78,12) — 65 (if rlcl = 1) 
CHOOSE(r1c1 ,34,45,78,12) — 78 (if rlcl = 2.5) 
CHOOSE(r1c1,34,65,78,12) — N/A (if rlcl = 4.5) 


COUNT (list) Counts the number of cell! 


entries in a list 


Connection counts the number of non-blank entries in a range of 
cells. You can enter multiple ranges separated by commas. 
COUNT(r1c1:r1c4) — 4 if all the cells in the range contain values. 
COUNT(rlcl) — 1 even if ricl is blank 

COUNT(rlcl:r1c4, r2cl:r2c4) ~ 8 


EXP(x) The number e raised to power x 
EXP(2.3) — 9.974181 


FALSE Returns the logical value FALSE 


The logical FALSE value is 0. The formula +FALSE entered into a 
cell will display 0. The logical FALSE value can be used as input to 
the IF and CHOOSE functions. 


If rlcl contains the function +FALSE then: 
IF(r1c1,5,3) — 3 
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FV(pmt,int,term) Future value of an annuity 


Pmt is the per period annuity payment, int is the period interest 
rate (expressed as a fraction) and term is the number of periods. 
Connection assumes that the payment is made at the end of each 
period. 


FV(1234,.1225,10) — 21918.61 


HLOOKUP(x,xvange,row* ) Horizontal lockup 


During a lookup, Connection compares the value of x with those 
in the lookup row (the first row of the range). This comparison 
selects a column from the lookup table (the range). If row¥ is 0 
then the value returned is from the first row (the lookup row) of 
the range. If row# is 1 then the value returned is from the second 
row of the range, etc. 


. 35 A5 .50 
Jl 2 3 4 


W DO 
iw) 
on 


Assume that you have the above table in rows 1 through 3 and 
columns 1 through 4 of your spreadsheet. 


HLOOKUP(10,r1lc1:r3c4,1) — .25 
HLOOKUP(30,r1c1:r3c4,1) — .45 
HLOOKUP(12,r1¢1:r3c4,2) — .1 

HLOOKUP(1,r1c1:13c4,1) ~ N/A 


Notice that there does not have to be an exact match between x 
and the values in the lookup row. Connection finds the two 
values in the lookup row that bracket x and then chooses the 
smaller of the two values. The lookup row must contain increasing 
values from left to right. If x is less than any value in the lookup 
row, N/A is returned. If x is greater than any value in the lookup 
row, the corresponding value from the rightmost column in the 
lookup table is returned. 
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IF(cond, true-value, false-value) Choose between two values 


Connection evaluates the condition. If it is true it returns the 
true-value. If it is false it returns the false-value. True-value and 
false-value can in turn be formulas. 


IF(rlcl > r1c2,5,3) -5 (if rlcl = 10 and rlc2 = 5) 
IF(rlcl > rlc2,5,3) ~ 3 (if rlcl = 5 and rlc2 = 10) 


INT(x) Returns the integer part of x 

INT(2.4) — 2 

IRR(guess,range) Returns the internal rate of 
return 


You must provide Connection with a guess as to what the answer 
is. Connection then uses this guess as a starting value and then 
performs a number of iterations until the correct answer is found. 
Guess is a percentage and must be entered as a fraction (i.e., .12 for 
12%). Guess should be between 0 and 1. 


If row 1 column 1 through column 5 contains the values -2000, 
500, 500, 1300 and 100 then: 
IRR(.1,rlcl:r1c5) — .079339 


LN(x) Returns the natural log 
(base e) of x 


LN(2.1) — 0.741937 
LN(EXP(r23c2)) — value in r23c2 


MAX(list) Maximum value in a list 


Returns the maximum value in a range of values. Multiple ranges 
can be entered with each range separated by a comma. 


MAX(2,3,5,3,r1cl:rlc4) — 5 if the range of cells in row 1 column 1 
through column 4 all contain values less than 5. 
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MIN(list) Minimum value in a list 


Returns the minimum value in a range of values. Multiple ranges 
can be entered with each range separated by a comma. 


MIN(2,3,5,3,r1cl:rlc4) — 2 if the range of cells in row 1 column 1 
through column 4 all contain values greater than 2. 


NPV(x,range) Net present value 


x is the discount rate or interest rate: It must be entered as a 
fraction (i.e., .104 for 10.4%). Range is list of cash flows. The cash 
flows are assumed to take place at the end of each period. 

If row 1 column 1 through column 4 contains four equal payments 
of 500 then: 


NPV(.103,rlcl:r1c4) — 1574.694 


PMT(prn,int,term) Per-period mortgage payment 
Returns the mortgage payment for a given principal, period interest 
rate (expressed as a fraction) and term. 


The annual mortgage payment on a $50,000 mortgage at 12.25% 
for 30 years would be: 
PMT(50000,.1225,30) — 6322.373 


PV(pmt,int,term) Present value of an annuity 


Pmt is the per period annuity payment, int is the period interest 
rate (expressed as a fraction) and term is the number of periods. 
Connection assumes that the payment is made at the end of each 
period. 


PV(1234,.1225,10) — 6901.597 
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ROUND(x,n) Rounds off the value of x 


to n digits 
n must be a positive number. 
ROUND(2.3456,3)—> 2.346 
ROUND (2.3456,2)— 2.35 
SQRT(x) Returns the square root of x 


x must be a positive number. If x is negative ERR is returned. 
SQRT(2) — 1.4142 


SUM(list) Sum of a list of values 


Returns the sum of a range of cells. Multiple ranges can be entered 
with each range separated by a comma. Label cell entries count 
as zero. 


SUM(ricl:rlc4) — 8 if each cell in the range contains 2 


TRUE Returns the logical value TRUE 


The logical TRUE value is 1. The formula +TRUE entered into a cell 
will display 1. The logical TRUE value can be used as input to the 
IF and CHOOSE functions. 


If rlcl contains the function +TRUE then: 
IF(r1c1,5,3) — 5 


VLOOKUP(x,range,col#) Vertical lookup 


See description of HLOOKUP. This function is essentially identical 
to HLOOKUP except that the lookup table is a column of numbers 
and col* indicates the offset to the right of the lookup column to 
choose the return value from. 
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APPENDIX D 
EXPLANATION OF 
ERROR MESSAGES 


Cannot alter locked cell. In the Spreadsheet Service an attempt 
was made to overwrite a locked cell. If you are sure that you want 
to overwrite the cell, you should unlock the cell by using the [F8], 
Options Unlock cells, command. 


Cannot find help file. To use the Help Service, the file HELP.S 
must be present in the drive that Connection was started from. 
This message indicates that the file was not present. Using the 
DOS copy command, copy the file HELP.S from the Connection 
System or Backup diskette to the diskette that you started the 
program with. 


Cannot find label. Try again. When selecting field labels in the 
data base [F1], Make Index, command the label typed was not 
found in the data base. Check the spelling carefully. If the spelling 
is correct then retrieve the file databasename.DB2 (where 
databasename is the name of your data base) in the Document 
Service. This file contains the names of all the valid field labels in 
your data base. DO NOT alter this file. 











Cell is blank. Cannot edit. The cell that you are trying to edit has 
never been used. Only cells that contain data or formulas can be 
edited. 


Circular references error! This error occurs when a spreadsheet 
cell either directly or indirectly refers to itself. When this happens 
the value of ERR is placed in all cells that are circularly referenced. 
Edit the cell formula so that the formula does not refer to the cell 
in which the formula is stored. 


Correct illegal formula. Then enter. The formula that you have 
entered is either invalid or incomplete. Correct or complete the 
formula. Pay close attention that you have ended all functions with 
a “)” and also verify that there is one left “(” for each right “)”. 


Data base file not opened. You have attempted to perform a Data 
Base function or action in the Data Base Service without an active 
data base. Use the [F8], Get Data Base command, and then either 
type in the data base name or use the up arrow key to select a 
previously created data base. If no data base exists then you can 
create a data base by using the [F8], Make-New-Data-Base, 
command. 


Disk full. The diskette that you are using for data does not have 
any more space on it or you have reached a limit that DOS imposes 
because it can only support up to 124 files on a root directory., 
Delete all unnecessary files and perform the save operation again. If 
you still do not have enough space close any open data bases, 
insert a new formatted disk in the data drive, and re-save the file. 


Disk full error while updating index. The disk ran out of space 
while Connection was updating the indexes. The indexes should 
not be considered valid. Refer to index file error below. Delete any 
unnecessary files and re-build the index. 


DIV 0. The formula in this cell contains a division by zero. Correct 
the formula. 


Document full! The document that you are working on is at the 
limit that the service allows. Break the current document up into 
smaller segments and proceed. This can be accomplished by first 
cutting the top of the current document and saving this to one file, 
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then save the remaining text to a different file. The embedded 
command “Include Document” can then be used to print the two 
separate documents as one document. 


Document not available. When doing a single or batch merge an 
attempt was made to merge data into a memory resident document 
and the Document Service was not open. Open a Document Service 
or give the name of a document that resides on the disk. 


Drive not ready. A disk operation was attempted but the drive was 
unable to perform this operation. Check to make sure that the disk 
is in the drive, properly inserted, and the drive door is closed. 


ERR. This value is placed into a cell when the formula is in error 
(i.e., a circular reference). Correct the formula. 


Evaluate cell error! A function was called with an invalid set of 
parameters. Correct the formula. 


File not found. The file name specified could not be found. Check 
the spelling of the file name. If you are sure that you have entered 
the file name correctly and that the file is on the disk, you probably 
did not boot your computer with a DOS that contained the correct 
CONFIG.SYS file. Refer to Appendix B. 


Improper file format. In the spreadsheet service an attempt was 
made to retrieve a non-spreadsheet file. Retrieve a spreadsheet file. 


Index file error! This message is displayed if there is an 
inconsistency in the index file. If this error ever appears then the 
index should be re-built or the possibility of losing data exists. To 
re-build the index use the [F1], Make Index, command. 


Insufficient memory available. This message is displayed when 
there is not enough memory to open a new service, or to continue 
the operation of the current service. Close one or more open 
services. This will free up some system memory to allow you to 
open other services, or to continue. Remember to save files before 
closing services. 


Locked record. To unlock the record press the tab key. 
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N/A. You will get this error with the HLOOKUP, VLOOKUP and 
CHOOSE spreadsheet functions when the input cell to the formula 
is outside the range of allowed values. 


No indexes defined. Use the [F1], Make index, command to build 
indexes before using any of the index commands. 


No TELS file. An attempt was made in the Data Base service to 
dial the telephone. The TELS. file containing all the phone and 
field information was not present. Copy TEL.S from the Connec- 
tion System or Backup Diskette to the diskette that you start 
Connection with. After the file is copied then Connection must 
be re-started. 


Non-existent record. In the Data Base service a command was 
given that required a record to be present on the screen. Bring a 
record onto the screen using the [PgDn], [PgUp], [F1], Get Record, 
or [F4], Start Search, command. 


Out of range. In the Spreadsheet Service an attempt to insert a row 
or column was made. The spreadsheet size of 255 rows or columns 
was exceeded. Insert fewer rows or columns, or delete unnecessary 
rows or columns, save the spreadsheet and then re-load it. 


Path not found. An attempt was made to retrieve a file with an 
illegal path name. Correct name and proceed. 


Printer in use. An attempt was made to perform a batch merge 
while other documents were being printed in the background. Wait 
until the background print is complete. 


Printer queue full. Try later. An attempt was made to place more 
than 9 documents in the printer queue. Allow some of the 
documents in the printer queue to finish before attempting to print 
more documents. 


Record too big! When creating a new data base you exceeded the 
maximum number of characters allowed in the data fields. Remove 
some characters from the data fields. 


Retry disk operation? Type Y or N: A disk error was encountered 
during the last operation. Type “Y” or “y” several times to re-try 
the operation. If this does not work then you should make a new 
cepy of your data disk and re-start Connection. 
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Search criteria error. Try Again. The search criteria that was 
specified is invalid. Examine the criteria carefully then correct as 
needed. 


Serial port in use. An attempt to dial the phone from the Data 
Base Service was made while the serial port was being used by the 
Communication Service. Only one service can use this port at a 
time. Close the Communication Service before attempting to re-dial 
the phone number from the data base. 


Too many lines! There is a maximum of 1000 lines in any one 
document. This message indicates that the current document is at 
its limit. Refer to Document Full message above. 


Too many open files. This message will occur if there are too many 
open files. DOS allows a maximum of five files to be open at the 
same time unless a CONFIG.SYS file is present on the BOOT disk. 
Your Connection is provided with a CONFIG.SYS file. If you do 
not boot your computer with your Connection disk, copy the file 
CONFIG.SYS to the disk with which you BOOT your computer. 
Also see Appendix B. 


Warning! Write over existing file? Type Y or N: An attempt to 
write a file with a name of an existing file was made. If a “Y” or “y” 
response is given then the current file will overwrite the existing 
file on the disk. This should be done with great care, because in 
the event that something goes wrong during the save operation 
(i.e. a power failure) then it is possible that both files could be 
destroyed. It is better to save the file under a new name and then 


delete the old file. 


Write-protected disk. An attempt was made to write data to a write- 
protected diskette. Remove the write-protect tab from the diskette 
and re-try. 
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